














enjoy unparalleled 


EASE OF OPERATION 


on the world's fastest electric 


What. makes the new SMITH-CORONA 

ELECTRIC easier to work with than 

any other typewriter? Three 

exclusive features: a keyboard sianted 

to fit natural finger movements...more 

controls located in the keyboard area 

than any other electric...quietest 
operation of all electrics. Seeing 

and trying—is believing. Call your 

local Smith-Corona representative 


for a 10-minute demonstration. 


Sr. SMITH-CORONA ELECTRIC 


a 


a best business connection you ever made 
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. ANYONE can do 
NOW | PROFESSIONAL QUALITY 
PLASTIC BINDING! 
with these HAND-OPERATED 


PLASTICO 


PUNCHING & BINDING UNITS 





Model 24 
Punching Unit Model 24 
Precision-punches pages fast and easy Binding Unit 

with powerful SHEARING ACTION! Just tnsert cover and poges 


~ . pull lever . . it’s PLASTICO-BOUND! 
Lal [ 2 or ee, 


PT en a 
a 7 Co oun 


Imagine 
being able to produce genuine PLASTICO-.bound booklets, 
catalogs, etc. — right in your own office! Single copies. . . Scshusivs 
dozens... hundreds — these two handy machines will give 
your literature extra prestige and selling power by adding ARCH DESIGN 
colorful PLASTICO Bindings. Rugged, compact, and easy to 
use, PLASTICO hand-operated units are “at home” in every 
office or business — pay for themselves in savings of time and 
binding costs. 


FREE Colorful 8-page booklet tells you how to get more out of your printed literature. 
Fill out and mail this coupon TODAY! For More Information Circle No. 179 


for added strength 
and beauty 


peat Mae Sa ae 


uS PLASTIC BINDING CORPORATION 


WORRY Originators of Plastic Binding in America 
732 Sherman St., Chicago 5, Ill. @ 15 West 24th St., New York 10, N. Y. 


PLASTIC BINDING CORPORATION 
Dept.O 732 Sherman St., Chicago 5, Illinois 


Please rush FREE BOOKLET giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units for office use. 





Questionnaire for a prospective employee: 


Do you work fast? 


Yes, a day’s work in a few minutes. 


Accurate? 


I can’t make a mistake. 
Tire easily? 
I never get tired. 


Are you good looking? 


People tell me I’m a beauty. 


Will my secretary like you? 


She’ll love me! 


Salary? 


A few pennies an hour—when I’m working. 


Can we get along with you easily? 


Just turn my dial and see! 


What can you do for us? 


Make perfect copies of anything—in seconds. 


We'll be glad to introduce 
you to this new photocopier- 
employee. When you see and 
try it you’ll want to put it 
on your payroll. 


for details write 


COPY-CRAFT Inc. 105 cuamsers STREET, NEW YORK 7, N.Y. + BArctay 7-4150 


CARBON PAPER AND RIBBONS - DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES AND SUPPLIES 
For More Information Circle No. 197 
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"SECRET " No. 470 
ETARY" FILE $5525 


with two ball-bearing let- 
le index drawers for 3 x 5 
capacity), can also be 
hecks; three adjustable 
under lock and key; 

, 17" deep. Olive green 


With plunger-type that automatically 
locks all drawers No. 470PL $62.75 


T 


LRLRBETA DT 
LELRVaedgait 


LRLRRDDA SA 


No, 2712 
MULTI-DRAWER CABINET $4650 


Sturdily built, of heavy gauge steel. Contains 
27 drawers. Ideal for office forms, printed 
matter, photographs, etc, Green or le gray 
finish. Outside dimensions: 305"° wide, 37!/." 





STEEL PORTABLE FILE 


Swivel casters anc 
s, Green or Cole gray finish. 


No. 854. . (Letter size). .30!/2"' high $45.75 
No. 858..(Legal size). .30'/."" high $59.00 











No, 349L 
STEEL STORAGE CABINET $4500 


Keeps office supplies and printed matter clean and 
orderly. Will pay for itself by preventing petty pilfer- 
age. fon-ane locking device controlled by a para- 
centric lock. Three adjustable compartments. Olive 
green or Cole gray. 30!/2"' wide, 37!/2"" high, 17"* deep, 
The above with combination dial lock instead of key 





high, 13!/2"' deep. Inside drawers 9°" wide, 3'/2" 
high. 12"° deep. 


WD detoddtias ' No. 349Y $54.95 
For More Information Circle No. 186 


eo) i - STEEL EQUIPMENT CO., INC. 


415 Madison Avenue, New York 17, N.Y. 











COLE'S Safe Type STEEL CABINETS 


Can be easily assembled in a few minutes. Built for a life- 
time! Will keep your office supplies and printed matter 
neat and orderly. Doors are equipped with a two-way 
locking device controlled by a paracentric lock. Will pay 
for itself by preventing petty pilferage. Five adjustable 
compartments, 76" high, 36" wide, 18!/2" deep. Green or 
Cole gray baked enamel finish. 

No. 76> 


Additional shelves available. $5995 
WARDROBE CABINET 


size as above unit with hat shelf plus rod for coat 


replacing the shelves. ..........No. 76R $58.95 











COMBINATION WARDROBE and STORAGE CABINET 


Same size as above, with 3 adjustable shelves, a hat shelf 


snd « aa Pe ee No, 76C $69.95 


COLE'S STEEL SHELVING UNITS 


Extra heavy gauge steel, yet costs no more than 
wood, 50% more capacity than standard units. 
Shelves are adjustable, can be raised and lowered or 
more shelves added, Doubly reinforced for extra 
rigidity. Green or gray. 

SHELVING UNITS (CLOSED) 


: 2 Compartments 
No. Wide Deep High ineach unit Price 


8712 36" 12" 87" six $38.95 
8718 36' 1g" 87" five 45.20 
8724 36" 24" 87" five 56.50 
9XB 301/2" 97" 49" four 25.50 


SHELVING UNITS (OPEN) 
Compartments 


No. Wide Deep High ineach unit Pr 

7512 36" 12" 75" six $24. 65 
7518 36" 18" 75" SIX 27.75 
7524 36" 24" 75" Six 32.95 


PRACTICAL 
Add units as needed 














ECONOMICAL 


Costs less than wood bins 











ORNAMENTAL 








your office or stockroom 














Improve appearance of | : : ; 

















One No. 7512 unit Three No. 7512 units 
For More Information Circle No. 187 


COL STEEL EQUIPMENT CO., INC. 


415 Madison Avenue, New York 17,N.Y. 























Seven Don'ts 
For Your 
Tongue 


B. W. ELSOM 


Director of Employee Services, 
Boston Store, Milwaukee 


Don’t argue. Rather, keep an open 
mind on debatable subjects, and 

@ maintain the conversation on a dis- 
cussion basis. Two people can disagree, 


and still be friendly. 


much; rather, say 
To hold your 
@ tongue is olten the better part of 


Don’t talk too 
less than you think. 


wisdom. 


witticisms or sarcasm 
fellow. Be careful 
Jokes often 


Don’t direct 
at the other 
always of feelings. 
when least expected. 


Don’t neglect an opportunity to 
extend your congratulations when 
e the other fellow has made some 
achievement, or to say a word of encour- 


agement when he is really trying. 


Pm” Don’t make a _ promise rashly. 
I Every promise carries with it an 
@F @ obligation to fulfill it. 


Don’t gossip. Try to make your 
remarks about those absent kindly 
e and understanding. 


Don’t be in a hurry to answer un- 

kind things have said 
@ about you. After all, it’s how you 
that counts, not what you say. 


that been 
live 
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MPLOYEE ACCEPTANCE of 
manuals is dependent directly upon 
their ease of understanding. If you 

accept this statement, then you will 
agree that where procedures are oper 
ating ineffectively, it is the responsibil- 
ity of the procedures staff to examine 
critically its method of communicating 
information. 

Forms provide the means of express- 
ing procedures. Since they are used to 
forward information to others, instruc- 
tions for their use must promote uni- 
formity and simplicity. Forms instruc- 
tions are an integral part of procedures 
and there are numerous ways to present 
them. A technique which has consider- 
ably simplified our own methods, is de- 
scribed below. 

Under our old method of presenting 
forms instructions, a sample form was 
illustrated and each space to be filled in 
was numbered (Fig. 1.). The pages fol- 
lowing the form specimen listed the fill- 
in spaces numerically, with a detailed 
explanation of the information to be 
filled in opposite the number. This tech- 
nique assumed that each fill-in space re- 
quired a detailed explanation. While 
basically sound, it was suggested that 
a simpler, more effective presentation 
Was possible. 

It was determined that much of the 
information to be filled in required no 
explanation, and that it was awkward 
to have to keep turning over the pages 
to find out exactly what information was 
required in a particular space. Witl 
this thought in mind, a sample form 
was filled in with entries in all of the 
that the originator of the form 
is required to complete. Suggestions, or 
explanations, provided only for 
spaces which might be subject to vary- 
ing interpretation. However, the expla- 
nation is now placed on the same page 
as the form illustration, with an arrow 
pointing to the space to which the ex 


spaces 


are 


Simplified 
Instructions 
For Employees 
On Use of 
Forms 


BERNARD T. HAFFEY 
Computer Systems Division, 
Ramo-Wooldridge Corp., Los Angeles 


planation applies (Fig. 2.). The arrows 
add emphasis to the instruction, and the 
positioning of the explanatory material 
provides the required space without ob- 
scuring the form itself. Note that many 
of the spaces on the form are purposely 
left blank. These spaces are completed 
by personnel in the purchasing depart- 
ment who are thoroughly familiar with 
the information they are required to 
enter. 

A simplified flow chart is inserted be 
low the specimen form, to explain its 
routing to the originator. Complete ac 
tion is shown only for those copies in 
which the originator has an interest. 

The old instruction required four 
pages, and over 500 words of explana- 
tion, while the new instruction needs 
only one page and 84 words. This rep- 
resents a reduction of over 80% in the 
time and effort required to understand 
the instruction. By comparison, the new 
method saves time, promotes uniformity, 
and management in obtaining 
policy compliance through more effeetive 
communication. 


assists 





mm» 


> 


See illustrations on pages 10 and 11. 
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Te tayo. woo.otoc PURCHASE REQUISITION No. 69516 


THIS IS NOT A PURCHASE ORDER 








DESCRIPTION 


PURCHASING ORIGINAL 


Purchase Order No. 











FIG. |. THE OLD METHOD 


Each space to be filled in was numbered, and additional pages containing 500 words of 


instructions were required. 
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PURCHASE REQUISITION n. 72350 


ane 7 ecko Order No 
Sept. 10, 1956 ers 
cons 


tant OH OO 








RCA 5693 Tubes | 
RCA 5692 Tubes 
BTR Carbon Composition Resistor, 3. 9K 5% 1/3 
BTR “ ig ° 22K 5% 1/3w} 








__ (resistors must be silicone impregnated) 


R. V, Harrington Co. 
6921 South Garfield 


___ Paramount, California _ 





See eee. 











ae 


Sept. 24, 1956 





wee 
J. Jones, Bidg. 2, Room 1000 




















Requestor tment H Divisional Purchasing | 
——-— ————_$ —-— OOO 
| 














1 








Retains, destroys on receipt 


of Copy 4 
Retains until receipt of 
| material, destroys 
ina OD A Sa eee ee a 


FIG, 2. THE NEW METHOD 


The complete instructions appear on one page, for one group of users of this form, Spaces on 
form not covered above are used by a different department and are similarly covered, in the 
above manner, on another page of the manual. 
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Figuring the 
Payroll of the 
Christmas Seal 
Printers 


WILLIAM B. JONES 


Controller, Eureka Specialty Printing Co., 


Scranton, Pa. 


E AT EUREKA take justifiable 
pride in the billions of Christmas 
seals that flood from our presses 
each year to garnish the nation’s holi- 
day Each of them represents a 
step of progress in the control of tuber- 
Other satisfactions symbolized 
by the Christmas seals are secondary, 
but one of these illustrates progress in 
another area where 
matches our prodigious capacity tor pro 
duction. 
In 1905, when Eureka began printing 
trading stamps in an abandoned school- 
production problems absorbed 


mail. 


culosis. 


omce 


efficiency 


nouse, 


The payroll department of Eureka Specialty Printing Co., 


buy and use 


CHRISTMAS SEALS 


light tuberculosis 














Gummed paper 
was often of poor quality, sticking in 
wet weather, curling in dry. Counter- 
feiting of stamps was widespread, and 
we had few combatting it. 
Serial numbering of stamps and eertifi- 
eates was cumbersome and costly, and 
perforating the sheets for easy detach- 


ment of stamps was crude. 


most of our energies. 


means ot 


Now we manufacture our own quality 
vummed and our own 
paper. We have developed fully 


automatic serial numbe ring, as well as 


controlled stock 


saltetyv 


foration of perfect circles. 
In addition to producing billions of 


tne dic eut pe r 


2 = pe _ 
Scranton, Pa., which uses Friden 


calculators. 
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**INSTALLING THE NEW BUSINESS MACHINE’ / sy FRITZ WILLIS 


On the American Business scene 


Electric typewriters, diazo copying machines, punch card systems, high speed 
mailing machines, accounting machines are now commonplace. Frequently, 
however, these machines for their own best performance place new emphasis 
upon the quality of the paper they process. 

For the great majority of these modern office ma- 
chines you will find the inherent qualities of strength, 
permanence, uniformity and appearance in standard 
Gilbert new cotton fibre papers provide superior per- 
formance. For unusual requirements and where vol- 
ume warrants it, our excellent research staff makes (ll BERT 
possible the “tailoring” of special papers to meet sae 
special requirements. 

Gilbert Quality Papers are available through print- 
ing suppliers and leading paper merchants. 


PAPER COMPANY 


| 
Gilbert Quality Papers 
Bond, Onionskin, Ledger, Index Bristo!, Manuscript Cover 
Safety, Translucent, Banknote Papers 


For More Information Circle No. 220 
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“POLISHED BY [ EGGE” | 


qt Witty 
> 
|; | 


LEGWE: 
ad es = 


Users of LEGGE polishes report slip- 
accident reductions of 98% and more 
. . . practically no liability claims... 
and, often, a drop in casualty insur- 
ance premiums. 


Cost-wise, they save up to 50% 
on labor, 25% on materials, because 
LEGGE Polishes stay on the floor 
longer. Floors look better, last longer. 
No wonder more and more buildings 
insist on LEGGE Maintenance. Why | 
not call in a Lecce Floor Specialist? 
No obligation. His services are Free. 


FREE MAINTENANCE BOOKLET 


You’ll find valuable information 
about your floors and their upkeep in 
“Mr. Higby and the Gremlin.” Fact- 
packed, easy to read, colorfully illus- 
trated. Free. Write today. 





WALTER G. LEGGE COMPANY, INC. 
Dept. W-12, 101 Park Ave., 
New York 17, N. Y. 


Branch offices in principal cities 


For More Information Circle No. 264 


— 


ios ve uy eg PR ee 


fund-raising seals, trading stamps, cer- 
tificates and coupons, Eureka makes 
such office supplies as Duplistickers, 
Dupliquik, Duplisnaps. , 

Among our important advances today, 
many are being made in the office. 
Paperwork problems involved in pro- 
ducing billions of Christmas seals were 
resolved only recently. The solution be- 
gan with a survey which highlighted the 
interrelationships of all our accounting 
problems. These we met on the figure- 
work level, installing a number of Fri- 
den fully automatic desk calculators in 
our cost accounting, general accounting, 
estimating, billing and payroll depart- 
ments. 

We were prepared to appreciate the 
advantages of these machines, but we 
did not anticipate all the results which 
followed the payroll installation, par- 
ticularly. Payroll figuring is essentially 
multiplication, and the Eureka payroll 
is an unusually hard case. Our more 
than 800 employees work under six dif- 
ferent union contracts. This involves 
no less than six different pay scales. 
Moreover, virtually all Eureka em- 
ployees work overtime. 

We expected to acquire, with our cal- 
culators, the advantages of efficient mul- 
tiplication provided by a separate mul- 
tiplier keyboard—one depression of one 
control key. The additional advantages 
that became available at the same time 


= a 
The first printing presses of Eureka Specialty 
Printing Co. were set up in this abandoned 
Scranton schoolhouse in 1905. 
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why experiment? change over to 


BORROUGHS 
OPEN SHELF FILING 


Are you thinking about changing over to open shelf 
filing? If so, you have discovered that open shelf 
filing saves you up to ‘2 on space and cuts 
filing costs up to 50%. In fact, you get double the 
filing space for about ¥ the cost of conventional fil- 
ing equipment. But before you buy any type of unit, 
be sure to investigate the merits of the Borroughs 
unit. Sliding file supports, unique file guides, folders 
that do not extend beyond uprights, and easily ad- 
justable sliding shelves that require no tools, are a 
few of the many features of Borroughs open shelf 
filing units. You have a choice of 5 colors—fall tan, 
brown, spring green, dark green, and gray. 


ak 


Sliding file supports File guides 

Not attached to shelves Have tabs located in 2 
or backs, but slide with positions. Guides hook 
perfect ease along over back of shelves 
shelves. Hold files up- and between shelves and 


right before shelves are — back of unit. 
filled. 


see your dealer 


Units available in 72” and 84” heights — 
12” and 24” depths — outside width 36’— 
single or double face—9%”" shelves adjust- 
able on %4” centers without bolting—uprights 
and panels 12” deep. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK ali KALAMAZOO, MICHIGAN 


For More Information Circle No. 219 
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BELL AIRCRAFT Corporation 


&% ¥f 
Saves 70% in Type Composition NS . 
ba with he JUStOWFiter. 


AUTOMATIC TAPE-OPERATED COMPOSING MACHINE 


For more than 15 years Bell Aircraft Corporation has 
prepared various types of publications for military and 
commercial use. Originally, copy for these publications 
was typed, sent out to be typeset, and returned for 
printing—a costly operation. 
As the costs increased during 
World War II, a less expensive 
process which would still fur- 
nish justified, reproducible copy 
of top quality was sought. 
After a study, the Justo- 
writer automatic tape-operated 
composing machine was select- 
ed. This equipment provided 
justified copy suitable for XeroX 
or photo offset reproduction at 
30°7 of the cost of typesetting 
or 70% savings. Bell Aircraft is 
Bell Aircraft Corporation's installation of 19 just one of hundreds of indus- 
Justowriter automatic composing machines. tries, companies and govern- 
ment agencies cutting type 
composition costs with Justo- 
writer. 


PRODUCE PROFESSIONAL TYPE COMPOSITION 
IN YOUR OFFICE WITH Justowriter—It’s EASY 


The Justowriter, consisting of two units, a Recorder 
and Reproducer, gives you complete control of compo- 
sition in your own office. Your typist quickly and 
easily becomes your compositor. She simply types the 
copy (standard typewriter keyboard) on the Recorder. 
Simultaneously a punched paper tape is prepared 
complete with justification codes. The Reproducer 
reads the tape, automatically producing sharp, justi- 
fied (even margin) reproduction proofs or direct image 
plates. Write for complete information, 





. Soles and service offices in principal cities—~ 
ee Te, Tee listed in classified telephone directory under 
“Typesetting Equipment.”’ 


Rochester 2, New York 
Subsidiary of Friden Calculating Machine Co., Inc. 


For More Information Circle No. 183 
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On the site of their 
first plant, Eureka 
Specialty Printing 
Co. has built this 
new office and manu- 
facturing building 
containing more 
than 51,000 sq. ft. 


of space, 


are especially worth attention: to be reduced automatically to net pay 

In one multiplication we calculate by a fourth (again negative) multipli- 
both straight time and overtime—gross cation. The net pay is accumulated 
pay by pressing one key. With one automatically to provide a positive proof 
more key depression we compute FICA — of accuracy with our posting machines. 
and income taxes. A third (this time Because we have become accustomed 
negative) multiplication gives us the to this figuring efficiency, we sometimes 
net tax figure by computing and sub-_ tend to lose sight of its underlying sig 
tracting the tax exemption. The gross  nificance—a step in the direction of of- 
pay figure is retained in the machine fice automation. 





The ROL-RACK 


with FIVE FEET of Shelf Space! 


A few of the thousands of users of the 
ROL-RACK 


Abbott Laboratories 
Bethlehem Steel Co. Champion Spark Plug Co. 
States of Alabama, Delaware, Kentucky, 
Ohio, Oregon 
Conn. Mutual Life Esso Standard Oil 
Fairchild General Motors 
Continental ‘epee age oy 
Insurance Co. of N. A. City ‘Bor Asso. 
Telephone RAT dhs Boy Corp. 
United Aircraft U. S. Govt. 
Universities of Arkansas, California, Tulane, 
Rutgers, Tennessee 


Sturdy and Durable 

Made of choice selected 1/4” hardwood. Slop- 
ing sheives angled for title reading, doweled 
and bolted to insure durability. Side-riveted 
swivel casters by Bassick with resilient rub- 
ber tires which roll smoothly with a full load. 


Dimensions: 32" long, 13" deep, 31" high 54950 


13"" between shelves 
Satin Walnut Finish or Natural wood Finish. F.0.B. Fast 
Manufactured to sell for $69.50, mass produc- Stamford, ON oy 
tion makes possible this LOW, LOW price of Weight 49 Lbs. 


CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 
2 West 45th St., New York 36, N. Y. ‘attractive Dealer Feamsiun heats 











For More Information Circle No. 263 
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it takes a Accounting Machine 
SvoTEM “i Can Index Big Books 


ITERARY and philosophical works 

to save | ean be completely indexed statis- 
tically in a few years instead of 

filing ' | over a period of generations. Compila- 
tions of words in alphabetical and sta- 

space F time : money tistical arrangements, including con- 
—_ <= cordances, can be prepared on punched 

eard accounting machines. The method 

The patented “Facile” Guide-Pull and Out- | permits preparation of any kind of in- 
card Holder is just one of the reasons why | dex for vast volumes which have here- 

hundreds of companies are adopting the Visi- | 
Shelf Filing System! Filing is faster, easier, more 
accurate — all at great economy in cost and 

operation. 


tofore been virtually impossible to an- 
alyze on a large scale, restricting the 
work of researchers and scholars. 
Rev. Roberto Busa, S.J., of Gallarate, 
se Italy, will open the world’s first literary 
TWICE AS data processing center. “Before this,” 
MANY | said Father Busa, “the situation of the 
RECORDS IN ' we scholar and researcher was like having 
a language without a dictionary.” The 
THE SAME Coe | work was initiated in 1949 and won the 
SPACE” “a | support of Francis Cardinal Spellman, 
who foresaw the benefits of applying 
or “SAME | accounting machines to literary ty hu. 
AMOUNT | manistic research. One of the first pro- 
OF RECORDS e — will be an index of the controversial 
Jead Sea Scrolls, found nine years ago 
IN HALF THE . | by Bedouins in caves near the Dead Sea. 
SPACE!” —~ = | Work on compiling this index has 


Send for Record 
Survey Form & Terminal Digit Filing 
Manual. No Obligation! 


Visi-Shelf File, inc. Dept. 1! + 
105 Reade Street New York 13, N. Y. ! 
Please send the following. ‘ 
File Survey Form 1|\= 
Manual on Terminal Digit Filing s| — 
Catalog & Name of nearest distributor! 


eanrenen eeeenecens” 


“Get me my psychiatrist. I'm too busy to 


City Zone ...-~State oa 
go to his office. 


hes ee we we we we ee we ee ee 


For More Information Circle No. 327 
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Now every office can have one! 


@ Even if you average only $1adayorless can use a postage meter, save mailing tirfie’ 


for postage in your office—you can havea —and postage. 
DM, desk-model postage meter. Ideal for @ The postage meter is set by the post- 
small branches! office for any amount of postage you need. 
@ The DM prints postage—any amount, Your postage is protected from damage, 
for any kind of mail, directly on the — loss,misuse,and isautomatically accounted 
envelope.With a dated postmark that helps _ for. And the DM provides postage control, 
speed your mail through the postoffice. even in branches. 
Prints a small ad, too, if you like. ® There’sa postage meter model for every 
Even handles parcel post. | office, large or small. Ask the nearest PB 
@ There’s a moistener ¢ sfae@ office to show you. Or send coupon 
for sealing envelopes. ayfig for free illustrated booklet. } 
A whole day’s mail can ™ 3 FREE: Handy desk or wall chart 
be stamped and sealed ‘ez. of Postal Rates, with parcel 
in a few minutes. Anybody poempanh cone fade. 
een 
The 4200 model... stamps 
and seals 300 letters in two minutes! 

PitNEY-Bowes, INc. 
= PITNEY-BOWES 3432 Pacific St., Stamford, Conn. 

Send free CQ booklet, CQ Postal Rate Chart to: 


Postage Meter ,,.. 


Offices in 96 cities 
in U.S. and Canada Address 
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Look for this sign 


It identifies the new A. B. Dick 6000-SE* ink. 
This is a Super-Emulsion* Ink . . . here is a com- 





pletely new fast-drying, easy-to-handle ink that 
promises to revolutionize mimeographing. 


black as midnight Top quality copy—A. B. Dick 6000-SE* 


ink gives you the sharpest, blackest 


baioes always mimeographed copies you can get. 


desert dry Fluid enough to assure uniform inking 


for long or short runs, yet so stable it 


a instantly won't dry or clog stencils. 


Casy as No set-off and no slip-sheeting on any 
grade of mimeograph paper. Out- 


eT off a log performs any other ink but A. B. Dick 


Contac-Dri® on any paper orcard stock. 


THE FIRST NAME IN DUPLICATING 
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HIDES RY 6S A. B. Dick 6000-SE* ink gives more 
copies per pound but costs no more 


eer drastically than standard inks. 


minimum You can mimeograph on both sides of 
Show-through ea 


ready to 90 Walk away and leave it—you can leave 


the stencil on the cylinder for hours— 


— anytime even overnight. 


A. B. Dick 6000-SE* ink is entirely new, chemically engineered 
to meet the demands for high-speed, modern mimeographing. 
6000-SE* combines the best features of quick-drying inks with 
the proved qualities of the best oil base inks. 

Your distributor of A. B. Dick products now has SE* in stock. 
Try it. Test it. You be the judge. And remember, all A. B. Dick 
mimeograph products are for use with all makes of suitable 
stencil duplicating products. 
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ROLL LABELS 


NO. 60—EASY STARTING slit and ac- 
curate perforations assure quick, clean 
tear—reduces spoilage—eliminates re- 
typing — saves time. Deeply scored 
for speedy, uniform folding. Heavily 
gummed for easier application. Avail- 
able in white, blue, manila, green, 
cherry, canary, buff, salmon and golden- 
rod. Free-Feeding typewriter carriage 
box of 250 labels, each 1-5/16" x 
33/," 45c 


and FANFOLD LABELS 
NO. 50—SAME SUPERIOR QUALITY 
as EUREKA'S Roll Labels, but packed 
in Fan Fold box for typewriter use. 
Available in white, blue, buff, canary, 
cherry, goldenrod, green and salmon. 


Box of 500 labels, each I'/g" x 334" 


518 Electric Street, Scranton 9, Pa. 


For More Information Circle No. 279 





started under the joint editorship of 
Prof. Millar Burrows of Yale Univer- 
sity and Prof. Pietro Boceaceio, Sid ss 
of the Biblical Institute ol Rome. 
Father Busa will supervise the mechani 
eal aspects. The cards will be prepared 
in Italy and processed on an IBM 705 
in New York. 

The original test was to compile a 
coneordance of the works of St. Thomas 
Aquinas who wrote 13 million words 
sixteen times as many as contained in 
the Bible. The mathematical structure 
of the language and the formulas of the 
frequencies and rhythms of all the ele 
ments of the language, were determined. 
The mechanical indexing method in- 
volves 42 steps in all. The only manual 
work is punching, verifying and check 
ing the cards in the beginning, and 
mark-sensing by scholars before print- 
ing. By putting a mark on the cards, 
the scholar classifies them. All the rest 
is done automatically. Whole sentences 
are punched on the basic cards which 
are transformed to tape to reproduce in- 
dividual word-cards. These are auto 
matically identified according to their 
location in the text. On St. Thomas 
Aquinas’ work Summa Theologiae, 220, 
000 sentence-cards were punched. These 
produced 1,600,000 word-cards in alpha- 
betical order. Only the supervisor need 
be a scholar. Everybody else employed 
on the work has only to know how to 
handle accounting machines. Initial 
work was financed by IBM World Trade 
Corp. which provided the machines and 
technical assistance. 


Ten Commandments 
Of Management 


CODE of behavior for executives of 
business, government, labor and 
education was proposed by Law- 
rence A. Appley, president, American 
Management Assn., in an article pub- 
lished in AMA’s monthly newsletter, 
Manage ment News. 
“Ten Commandments of Manage- 
ment,” based on management research 
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first of 
@ series of 
paper facts. 


-- your budget goes twice a4 for with 


TRIAD 


WATERMARKED 
MIMEO and DUPLICATING PAPER 


The most expert duplicator operators find the felt side and the 
wire side equally proficient in TRIAD. They find both sides may be 
used interchangeably with TOP reproduction results. And this remark- 
able versatility of TRIAD trims time, costs and effort. 

Always the pace setter, TRIAD papers are bright, clean, clear; 
mill-cut for uniformity; quick drying; of correct bulk; rernarkably 
opaque; and packaged in moisture-proof wrapping. For split-second, 
smooth performance on either or both sides, put TRIAD to the test! 
WRITE FOR FREE SAMPLES. 


MIMEOGRAPH, white 16, 20 and 24 Ib. 8 colors 


BOND, white 16 and 20 Ib. 
TRIAD SPIRIT DUPLICATOR, white 16 and 20 Ib. 5 colors 
OFFSET DUPLICATOR, white 16 and 20 Ib. 


Also makers of BLUE RIBBON MIMEO 
| and DUPLICATOR economy brand papers 


GROVETON PAPERS CO. 
7.1 \ Groveton, New Hampshire — . 





25 years’ outstanding 
performance built into 
today’s ‘‘Push-Button” 
Mailing Equipment. 


Because Inserting and Mail- 
ing Machines were designed 
from the very beginning for growing 
business operations and precision engi- 
neered for peak efficiency, economy, production and 
long service life, many of these early models are still 
performing outstanding service 
Today's Inserting and Mailing Machines incorporate 
the most advance-design automatic controls and vacuum 
feed systems . . . insure positive accuracy and continu- 
ous work flow at speeds up to 4,500 pieces of com- 
pletely processed mail per hour. Inserting and Mailing 
Machine requires only one operator while performing 
Vacuum Feed Sys- all seven of these operations: gathers up to 8 different 
tem—assures positive size enclosures, stuffs envelopes, moistens and seals en- 
work-flow at high velope flaps, meters postage or prints indicia, counts and 
speed — eliminates _—_ stacks finished mailing pieces. 
jamming and wear Write today for: details on latest models, convenient 
sowed Dy Treen. = noe payments, literature or a demonstration. 


INSERTING AND MAILING MACHINE CO, 


PHILLIPSBURG, NEW JERSEY 


a 








GATHERS ENCLOSURES = wSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 
= L i ——- 





INSERTING AND MAILING MACHINE CO., Phillipsburg, New Jersey 0-12 
(] Send descriptive catalog. [] Arrange a demonstration. 
M per .. 


Name 
Firm 
Address 


City Zone State 
For More Information Circle No. 184 
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and experience, were suggested. All but 
two of these commandments directly in- 
volve human beings. “It never fails,” 
Mr. Appley points out, “Whenever peo- 
ple get together to discuss management, 
to talk about leadership, to review their 
most serious problems and their most 
successful attainments, they spend most 
of the time talking about people and 
human relationships.” 

Any summary of the most significant 
principles that have emerged from this 
study, Mr. Appley says, must be in 
terms of the thinking and evaluation of 
the individual doing the summarizing 
To him, the following seem to be the 
ten most important commandments for 
people engaged in leadership responsi- 
bilities : 

1. Identify the people of an organiza- 
tion as its greatest asset. 

2. Make profit in order to continue 
rendering service. 

3. Approach every task in an organ- 
ized, conscious manner so that the out- 


come will not be left to chance. 

4. Establish definite long- and short- 
range objectives to insure greater ac- 
complishment. 

5. Secure full attainment of objec- 
tives through general understanding and 
acceptance of them by others. 

6. Keep individual members of the 
team well adjusted by seeing that each 
one knows what he is supposed to do, 
how well he is supposed to do it, what 
his authority is, and what his work re 
lationships with others should be. ° 

7. Concentrate on individual improve- 
ment through regular review of perfor- 
mance and potential. 

8. Provide opportunity for assistance 
and guidance in self-development as a 
fundamental of institutional growth. 

9. Maintain adequate and timely in- 
centives and rewards for increase in hu- 
man effort. 

10. Supply work satisfactions 
those who perform the work 
who are served by it. 


for 
and those 


ee 
wy S 
‘ + que . 
highe® \° 
p-v wey" } 
Systems Planning 


The Mark of Quality 


BONNAR-VvVRlwUTeER 
Wy neo porated 
1735 E. 30th STREET - CLEVELAND 14, OHIO 


Sales Offices and Dealers in Principal Cities 
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1957 WERIFIED DIRECTORY OF MANUFAC- 
TURERS’ REPRESENTATIVES (AGENTS). 
Manufacturers’ Agent Publishing Co., 505 Fifth 
Ave., New York 17, 195 pp. $20. 

Lists 14,500 
and export representatives of the U. 8S. 
(including U.S. Territories) and Canada, 
arranged geographically. Includes prin- 
cipal products handled and trading area 
covered. For the 
tives, there 
seales by product, and typical contract 
clauses frequently used in manufacturer- 


manufacturers’ domestic 


guidance of sales execu 


are suggested commission 


representative agreements, 





New Phone Amplifier 
Frees BOTH Hands! 


TEL-O-MASTER 
© Amplifies INCOMING message 
e Picks up OUTGOING conversation 


Adjustable volume { 
times; no installation or electrical connections; 


increases sound up to 7 


finished in handsome mahogany. Only $69.50. 
Dealerships Available Now 
Research Laboratory, Inc. 


FISHER Dept. TO-1, Palo Alto, Calif. 








For More Information circle No. 249 
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ENCYCLOPEDIA OF AMERICAN ASSOCIATIONS. 
Gale Research Co., 424 Book Tower, Detroit 
26. $15. 

reference directory of 


associations, 


and 

5,000 
of 
comprehensive 


Business 
than 
chambers 


more societies 
and commerce in America. 
Has cross-index finding 
guide with multiple entries for each or 
ganization. Includes address of national 


headquarters, executive secretary, num 
ber of members and staff, and a general 
description of membership and purpose. 


With two supplements. 


THE 10 COMMANDMENTS OF MASS RETAILING 
by John M. Wilson, National Cash Register Co., 
Dayton 9, Ohio, 71 pp. Free. 

An booklet on the funda 
mentals of the self-serve principle in re- 
tail merchandising. Mass retailing em- 
ploys the customer as a self-buyer, and 
employs the merchandise as a self-seller, 
the efforts of the sales staff. 
important responsibility of 


excellent 


to augment 
Shows the 


All you need is a little pull 


Want to keep things to- 
gether—letters, documents, 
canceled checks—any pa- 
pers? All you need is a 
Schlegel Pull Fastener. 

A pull fastener is a narrow band of 
strong cloth looped through a tiny 
metal ring. Slip whatever you want to 
keep together through the loop, pull 
one of the loop ends, and the noose 
slips tight. It never loses its firm grip 
till you pull the other end. 

You will like pull fasteners when you 
see how well they work, how you can 
use them again and again. 

Order some from your stationer or 
write us direct for a sample, prices, and 
a list of the 14 sizes. 


| <> 
% MANUFACTURING 


Industrial Textiles Since 1885 
For More Information Circle No. 250 


Roch 7,N.Y. 
chlegel oisie'sa.%x 
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ONLY HARRIS ALUM-O-LIT 
SENSITIZED PLATES 
ARE MICRO-SURFACED!” 





Some plates on the market are SMOOTH. 

Advantages: sharp tones, clean lines, 
excellent fidelity up to 300 line screen, 
little or no background scumming. 





ket are GRAINED. 
>in ink and water 


“y nnn) oY 
in running 





RIS ALUM-O-LITH SENSITIZED 
| MICRO SURFACED... 


cry’ ? 1F < 








hha, HARRIS 
$ we ee. ALUM-O-LITH 


Ww SENSITIZED PLATES AND SUPPLIES 


*The latest, proven, most advanced process in sensitized plates 





HARRIS WESTERN 278 Arden Drive, E] Monte, Calif 
MIE TITHOPLATEH, INC. ltnw cis blunt tse Checund 2 Ove 
- r 2 23 - > Va 

A Subsidiary of Harns-Seybold Comp: SOUTH EASTERN 523 W. Broad, Richmond 
SUPPLIES ' ees aaa MIDWESTERN: 3860 63rd Street, Chicago, Lil 
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You Get Things Done With 
Boardmaster Visual Control 





> Gives Graphic Picture of Your Operations 
—Spotlighted by Color 
Facts at a glance —Saves Time, 
Money, Prevents Errors 

- Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal, Compact and Attractive. 
Over 100,000 in Use. 


Complete price $4950 including cards 
24-PAGE BOOKLET NO. F-400 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N.Y. 
For More Information Circle No. 251 


INDIVIDUAL LETTERS with 
ROBOTYPER 


in Quantity 
Automatically! 


Saves 


Traffic, 


Inventory, 





For information 
write 


ROBOTYPER 


CORPORATION 


125 E. Allen Street ¢ Hendersonville, N. C. 
For More Information Circle No. 252 





advertising in this modern retailing con 
cept. Write to the author fora copy. 


ESTABLISHING AN INTEGRATED DATA. 
PROCESSING SYSTEM. American Management 
issn., 1515 Broadway, New York 36, 183 pp. 
$4.50. 


Discusses basic theory, management 
plan, install and get 
IDP. Has chapter on 
and considers associated 


With three case his 


and selected applications in ten 


attitudes, how to 

most out oft 
possible pitfalls, 
personnel problems. 
tories 


types ot bus ness, 


REPRODUCTION PROCESSES, Prepared by 
Management Office. Government Printing Office, 
Washington 25, D. C., 31 pp. 30 cents. 


Navy 


Discusses the processes generally used 
to produce from one to five copies of an 
and 


original, gives names and addresses 


of equipment manufacturers. Contains 
analysis charts for each process, compar 


rious types of machines as to size, 


and features. 


price 


SURVEYING AND CONTROLLING EXECUTIVES’ 
TIME. Small Business Administration, Lafayette 
Bldz., Washington, D. C. Free. 

Points out various ways that valuable 


executive time is needlessly wasted, and 


T 
recommends steps toward improved plan 


ning and control of time. 


ORGANIZING FOR EFFECTIVE SYSTEMS PLAN- 
NING AND CONTROL, American Management 
issn., 1515 Broadway, New York 36, 192 pp. 
$4.50. 

Describes the basic principles and fune 
tions of a modern business system, how 
to plan, design and control systems and 
them to the 
ves three detailed company- 


procedures and fit business 
enterprise, G 
and interest. 
AMA’s April confer 


and 


ase histories of value 
is based on 
on systems 


planning control, 


with added material. 
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SUPERLATIVE NEW CRAMER 
EXECUTIVE CHAIR... 





Superbly comfortable, handsomely 
designed and upholstered — 

YOUR chair if you enjoy the best. 
Deep foam cushions support gently 
while you're relaxed or alert; 
exclusive Cramer engineering features 
translate each bodily command into 
smooth, effortless movement. And 


of course this outstanding new chair 


adjusts to YOUR comfort.. 


-<-e - e 
SEAT HEIGHT SEAT DEPTH BACK HEIGHT 


AUTOMATIC 
TILT-ACTION 
CONTROL 


Ask your Cramer Dealer 


or write us for his name 


MODE 


ODEL a Your Cramer dealer will be happy to give 
v 


you complete details on this outstanding 
new executive chair. He can also be of 
Welted seat, back and P ’ $ ae 

arm covers are easily service to you in selecting efficient and 
removed for cleaning 
or eventual replace- 
ment, Available in any plant or factory. 
combination of Gros- 

point and Naugahyde 


and in any color com- POSTU RE CHAIR 


bination you select, 
with base and frame COMPANY, INC. 


enameled to harmonize 


economical equipment for your offices, 


CEE ROS ERS 
Dept. O, 1205 Charlotte, Kansas City 6, Mo. 
For More Information Circle No. 248 


THe Orrice—December, 1956 99 








OO 





MoRRISSON 
NES AND * 
Jone sient 


¥ 
TRADER OF eee 


Jon mitticr a - moz 2°" 
—— wwmeze: 
que sun a x LOU 
ee 





DOLLARS 


mOpRTSsOr 











a that 


ete 
suge® pmanent M 


torn 
2VEe- 

or 00% 
"3 


ideal f° 


*s almost to 


WON'T SHRINK . . . won't 


cloud won’t ooze adhesive! 
“ScoTcH” 810 Permanent Mend- 
ing Tape is completely transparent, 
with a special dull-finish surface 
that won’t reflect highlights. 

Get the ideal tape for all perma- 
nent sealing, attaching, mending 
jobs—‘‘ScotcH”’ 810 Permanent 
Mending Tape! 


we use & 

ending Tap s 

cnecks> map 
enrig new 
aanesiv® * 


all Kines 


ew 
e¢-~- 


of 
tally 


Miller 


Li ee: ee 
Gtsisx 


810 
Permanent Mending Tape 


Shrek proot + Stays 
FOR PERMANENT PAPER MENDING 


Clear + Won't Ooze + Write on it 
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Reg. U.S. Pat. Off. 


SCOTCH 810 mending Tare 


BRAND 





NES AND MORRISSON 
Jor seth ond Port 


yonn Wnittier wats YLLARS 
Y us Jonn Whites” = ain moze : : mo 
ORDER OF ——— co - 


Tye suse a ®t Or ae 








4 5 
you apply * 


Reg. U.S. Pat. Off. 


SCOTCH 810 Permanent 
Mending Tape 


it holds invisibly. .. it mends invisibly. ..and you can write on it! 


St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: P.O. Box 757, 
London, Ontario. 


* 
The term “‘Scotcn”’ is a registered trademark of Minnesota Mining and Manufacturing Company, 3M} 


“A 
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Classic 


CARBON PAPER 


FROM FROWT ry 9 


tox 
( a 
OK. / 
“Comprerey NEM 


From the new smudge-proof carbon coating to blended for absolute smoothness, this new coat- 
the new shock-proof back, modern Classic ing assures complete uniformity of upper and 
Carbon Paper is engineered to meet the more lower Case Characters. 

: : ’ The shock-proof back softens the sarring action 
demanding requirements of modern typewriters ; ‘ 
of high-speed electric typing—the cause of un- 


With either electric typewriters or recent manual ; 
evenness produced by ordinary carbons, Only 


machines, modern Classic Carbon Paper produces 

: the exact amount of carbon necessary to create 
a new sharpness of write and uniformity of a sharp, full-bodied image is released. For 
appearance—truly the ultimate in carbon copies carbon copies that you’d be proud to send to 
The scientifically formulated carbon coating is anyone, specify Modern Classic—the carbon pa- 
deep dyed to form a permanent bond with the per designed for modern typewriters. 
paper stock fibers, The carbon is transferred jse Columbia Ribbon and Carbon Man- 


a ¢ . * +3 ae 
only by impact of the type face to produce Wo ufacturing Co. Glen Cove, N. Y. 


2. 
permanent, smudge-proof characters, Micro- ps. 7 FREE GUIDE! For your free copy of our 
— © Sex new “Carbon Paper Facts” type make and 


model of your typewriter and the number 
of carbon copies normally required on your 
company letterhead and mail with coupon. 


ee ee err 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., Ine. 
9612A Herb Hill Road, Gien Cove, N. Y. 


| 

| 

| MODERN CLASSIC 
| CARBON PAPER 
| 
| 
| 


Rush free—“Carbon Paper Facts.” 











by ss 





Zone State 





ian ih Gib een meen nine ale 
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R.C. Allen .......... 
ea i gf oc 


Ultimate Value in Service, as well as in efficiency, is 
an important consideration in choosing an adding ma- 
chine, The R.C. Allenis known for lasting dependability, 
and a full measure of value in performance features 
which are exclusive at the very low R. C. Allen price. 
R. C. Allen dealers have electric and hand-operated 
full keyboard and ten key models to assure you of the 
right machine for your job. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS ¢ CASH REGISTERS + ADDING MACHINES + SAFES: FILES - BOOKKEEPING MACHINES 
For More Information Circle No. 203 
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choose from 
over 1,804 different 
styles, colors and 
sizes of | 
Static-Free Stencils!, 


o/ 7 s* I'M SURE YOU'LL AGREE “We, 
¢ WITH ME THAT THIS IS 
. THE BIGGEST LINE OF 
a STENCILS IN AMERICA, FOR 
Be YOU THIs MEANS YOU'LL ALWAYS 


* 
8 
& 
& 

* 


HAVE A FRESH STENCIL IN THE e 


KN 
% SIZE AND STYLE YOU WANT. 4 


> 
"aman nne®* 


You name it! We have it! Great big stencils, 
little stencils; standard stencils, foreign machine 
stencils; quality grade stencils, economy grade 
stencils; film stencils, plain stencils; standard 
guide lines, special guide lines; stencil negatives 
for multilithers; Formographed church and music 
stencils; and stencils for water base inks, If we 
don’t have it, we'll make it up for you. No 
matter how you look at it, you will find the 
stencil you want at your SURE-RITE dealer—or 
write for our new explanatory catalog. 


NEW —now all SURE-RITE Stencils are 
specially processed to be Static-Free! 


an Stencil Mfg. Co. 


2714 Walnut St., Denver, Colo., Phone AComa 2-2714 


1N THE MID-WEST, CALL YOUR LOCAL PANAMA-BEAVER MAN—ALWAYS A LIVE-WIRE, 
ON THE EAST, CALL TRU-RITE, INC, 116 BROAD STREET, NEW YORK, NEW YORK, 


For More Information Circle No. 289 
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these white elephants are made of paper! 


Are you feeding them in your office? 
Most offices are! They’re that mass of 
ever-accumulating records that bulk 
up files, eat up space, and gobble up 
big hunks of profit! 

If you have any doubt about these 
beasts stalking your office- 
three simple tests: 

TEST #1 


-try these 
Do you have an organized 
policy covering systematic retention, 
transfer or destruction of all papers 
and documents? If not, you must be 
feeding a white elephant! 

TEST #2— How long does it take to 
find or file a paper in your organiza- 
tion? It should not take longer than 1 
minute. 
TEST #3 — When you ask for a file by 
subject instead of by name do you 
get all the records pertaining to that 
subject—and are they in order for 
best use? A subject file is the back- 
bone of a record-keeping operation. 


Why delay? Get the latest informa- 
tion on actual dollar savings possible 
through modern records management 
methods. Start today by checking the 
coupon for this valuable free literature. 


ee ee ee ee ee ee ee ee ee ee ee 


| iii Bee | 


DIVISION OF SPERRY RAND CORPORATION | 


: " eee 2215, 315 Fourth Avenue, New York 10 ] 


Kindly send literature checked: 


} BSD45 — ‘Control of Records and 
Their Costs”’ 

“Your Records’’ — (Controlled 
From Creation To Destruction) 

‘How To Save Executive Time’’ 
(Subject Filing) 

“Get These Annual Dollar 
Savings From Your Files” 

“Kompakt — The File With The 
Extra Drawer’’ 

“Complete Microfilming Service’’ 

“The Cost Of Burned Records”’ 


| x1615 — 
CJ) Bsp46 

C)*Bsp32 — 
C] Leve76— 


] $¢707B-— 


NAME 





COMPANY 
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-*/ndependent surveys comparing shelf and drawer filing show approximately 
50°% savings in personnel TIME. No time wasted opening, closing drawers. 
Doors give shelf work surface. *Floor SPACE savings amount to 42-50%, due to 
greater capacity, 30-inch aisles. *When you save time and space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 
moved with contents intact. Write for illustrated Spacefinder literature today. 








rPrRonpDwuvT Cc Tt & Lom © ay 


For More 
Information 

















before 


Told aitate 
that 
aT => 4 
eyalalalate 
job... 


can cut printing costs 40% with Vari-Typer composition.. 


If you use printing of any kind. . 
more annually with this amazing office 
machine. It produces professional-looking 7 
typography....with automatically evened 
margins, perfect line and letter spacing in 
your choice of hundreds of different printer’s 
style type faces. Send the coupon, and let 
the Vari-Typer Man show you...in your 
own office....in 15 minutes! 


ay 





Heads photo-composed on the Headliner. 
Text Vari-Typed on Composomatic Model. 


call the Vari-Typer Man! 


In 15 minutes he'll show you how your own office typist 


. you can save up to 40% or 






type conporing 
1 Vari- lyper [orporation 
720 Frelinghuysen Ave. Newark 12,N.J. 


(_] Please have the Vari-Typer Man 
phone for a convenient appointment, 





aa 


[__] Please send Vari-Typer Book C-94 


STREET 


Wa sialdcvestenecdss ZONE. .STATE.....0000. : 
aa Givwicken tocuinaucdsbeacisetedesecdnsends 
I GME OLR co 
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PROTECT Your 
Business Machine Records 


ACCOPRESS PIN PRONG BINDERS 


If your business machines use marginal pre-punched sheets, 
the Accopress Pin Prong Binder is made especially for them. 
As an indispensable aid to orderly, safe filing—temporary or 
permanent—Accopress Pin Prong Binders give you the added # 


features of loose leaf convenience with economy. 


Like all Accopress Binders the “9000” Pin Prong line stacks flat, comes 
in a wide variety of sizes and with fasteners for either 6” or 814” centers. 
Made of heavy long lasting pressboard or heavy binder board covered 
with canvas or black pebble grain cloth. 


Dress up your files, protect your records. Ask your stationer to 
show you Accopress Pin Prong Binders—and the whole Acco line 
for greater filing efficiency. 


ACCO PRODUCTS, INC. 


Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
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Everybody LOVES. fresh Linens... 


(You busw they de-/) 


.-.and as an alert office manager you realize that employees 
and visitors alike appreciate the hospitable touch of soft cotton towels 
in your washrooms. But did you know how really inexpensive it is 
to provide this comfort through Linen Suppty Service? It would 
pay you to check. 


* Call your Loca LINEN Sup- 
PLIER (under “‘Linen Supply” 
or ““Towel Service’’ in the 
classified phone book) 


iP 
rin 


M. N oO WW E a Division of Opelika Manufactur- 


AND ing Corp., furnishers of Textiles 


in all forms to The Linen Supply 


COMPANY | Industry. 


361 W. Chestnut St., Chicago, Ill. 
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Mail girls in the 

offices of Eastman 

Kodak Co., Roches- 

ter, N. Y., use light- 

weight mail carts 

made by Chesley 

Industries, Inc. of 

Detroit, to handle 

almost a half-million 

ie pieces of mail each 

mee ’ rt — month. Top rack is 
ceil used for mail being 
Merermsesyibs delivered; bottom 
fing rack is for pickups. 
Girls handle far 

more with carts than 

they previously 

carried in shoulder 


Elecom 125, Underwood Corporation's new 
medium-scale electronic computer system, as 
it looked Election Night, Nov. 6, in its first 
public appearance predicting the outcome 
of the presidential election over ABC tele- 
vision and radio network, The Elecom 125 
costs about $350,000 and comprises a file 
processor and a computer which can operate 
simultaneously or separately. 


126 system 
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An exterior design suggestive of the Orient, and indicative of Standard-Vacuum Oil Company's 

operating areas in the Far East, is noticeable in the overhanging roof canopy at the entrance 

to their new international headquarters in White Plains, N. Y. The glassed-in area above the 

front doors encloses a two-story auditorium. Building has a quarter-million square feet of 
floorspace on a 55-acre site. 


Stanvac’s International Offices 


The lobby of Stand- 
ard-Vacuum's new 
White Plains build- 
ing is decorated with 
geld and silver leaf 
murals depicting the 
company's Eastern 
Hemisphere opera- 
tions and other over- 
seas scenes, Ameri- 
can butternut wood 
paneling blends with 
marble from Belgium 
and Spain. Three 
main wings of the 
building are reached 
from this lobby. 





Operator removes a 
carrier in the transcrip- 
tion center, On the 
Evans rack, to his left, 
are typed reports, let- 
ters and memos ready 
to go back to their dic- 
tators. 


Transcription nerve center at Standard- 
Vacuum’s new headauarters. The flow of dic- 
tation is distributed by supervisors at the 
control panel (center) to the transcriptionists. 
Telephone circuits in the Gray PhonAudograph 
equipment enable dictator to notify operator 
when he has filled a disc. Operators proofread 
finished work before routing it back to its 
source via an automatic pneumatic tube 
system. 


Control panel of the pneumatic tube system 
shows where each container, traveling non- 
stop from station to station, is at any given 
moment. The system is electrically-controlled, 
fully-automatic and self-supervised to speed 
clear-plastic carriers (14 x 7" x 4") to any 
part of the three-story building at 25 ft. 
a second. 








New store of Denver 
Drygoods Co. in the 
Lakeside Shopping 
Center uses Clary 
beige - and - white 
cash registers which 
weigh 45 lbs. and 
measure 18" x 13" 
x 14" high, allowing 
them to be placed 
almost anywhere, on 
highly polished fix- 
tures or qlass, Regis- 
ters provide separate 
totals of cash and 
charge sales for daily 
flash reports, valida- 
tion of all sales 
checks, common cash 
drawer and key des- 
ignations for clerks, 
departments and 
dollar amounts. 


A look at the wiring 

of a Univac elec- 

tronic computer 

which receives its 

basic data on 

punched cards, plus 

information set up 

manually. After mak- 

ing the computa- 

tions, results are 

punched into the 

original cards at the 

rate of 100 cards a 

minute. Cards are 

aa : 8 stopped for punch- 

Ke Sn we i yi ; ing by a Warner 

raga CUA SIS LE 2 , Electric Brake and 
“ies ; 


~ + <a : Clutch. 
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Reception room in 
the underground of- 
fices of Pixley Co., 
Independence, Mo., 
showing natural 
limestone on one 
wall and ceiling. 
Located 100 ft. be- 
low grade in a 
former limestone 
mine, company rents 
some 160 acres of 
underground storage 
area. Office floors 
are tiled with Mati- 
cork Aristoflex. 


An installation 


of chairs made by Milwaukee Chair Co. and installed 


in the County Courthouse at Fond Du Lac, Wis. 
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Berndt Printing Co. 


45 








Se LR et 











New Offices of Union Equity Cooperative Exchange 


ne 
ea Uo 


Entrance to the striking office building of Union Equity 

Cooperative Exchange in Enid, Okla. The firm operates 

terminal grain elevators with a capacity of 50 million bushels. 

In addition to offices, building contains experimental milling 

and baking laboratory, grain inspection and protein labora- 
tories. 


The office manager's office which opens into the large 
clerical area shown on opposite page. The glass panel is 
just above eye-level of persons seated in the office, 


Office of the general manager and assistant general man- 
ager. They can see the grain market quotation board 
through a glass panel in the wall opposite their desks. 














General clerical office of Union Equity Cooperative Exchange is occupied by a large staff of 
temporary help during the harvest season. 


A secretarial office 
in Union Equity's 
new building. 
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Ke ndall Mills sale SH1LEeC7l write 


Traveletter 


... the better system for 
handling travel expenses. 


Descriptive Br 


TRAVELETTER CORPORATION 


the iY OWN expense drafts 


r salesmen and management are happy 


he Traveletter System 


ient for them, 


of receiving 


\ Ic is CONVEeT 
} 


sily cashed, and is speedy. It also pro- 
vides a good control over thei 


The nun 


r expenses 
ber of men in this division using 
between 50 and 60 at a time. We 


n using the Traveletter System 


ought you might like to know how 
our regard is for your organization, 


d how pleased we are with your system.” 


The Traveletter System reduces cash 
advances, saves accounting time, prevents 
lost time and lost orders, builds morale of 


Sa le sn 


Used by companies employing from 1 to 
1,000 travelers, including United Aircraft 
Corporation, American ( yanamid Co., 
Western Electric Co., and many others. 


GREENWICH 3, CONNECTICUT 
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HOW MACHINE TYING 
SERVES BUSINESS and INDUSTRY 





nani 


“Bunn Tying Machines save time 
..-. when the need is greatest’’ 


Says Louis A. Weicker, Executive 
Vice-President, Commerce Clearing 
House, Inc., Chicago, Illinois: “One of 
the key operations in this business, 
coming at the time when train sched- 
ules must be met, is bundling and tying 
our tax and business law reports. 
Every day thousands of loose leaf re- 
ports on new tax and business law 
developments must be assembled and 
tied into bundles to meet post office 
requirements and help get them to our 
subscribers quickly. 

“Bunn Package Tying Machines save 
us time ... by tying these thousands 


B. H. BUNN COMPANY 


7605 Vincennes Ave., Dept. OF-126, Chicago 20, Ill. 
Export Department: 10406 South Western Ave., 


Chicago 43, Ill. 


of reports ten times faster than hand 
tying.” 

Here’s how Bunn Package Tying Ma- 
chines can save you time and money: 
Faster tying: A tension-controlled 
wrap and tie made in 1% seconds. 

No manual change-overs: Adjust au- 
tomatically to varying shapes. 
Slip-proof knot: Postmasters every- 
where approve the Bunn wrap and 
knot. 

Simple operation: Beginners become 
experts in a few minutes. 


MAIL THIS COUPON NOW 


B. H. Bunn Co., Dept. OF-126 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 


Name 

Company 

Address 

State 


City Zone 
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TRY PHOTOCOPY! 


Typists are scarce these days, yet nearly 35% of all typist 

— time is spent on tedious copying work. What a waste! One 

NY CORMAC photocopier can save almost all of these precious 
girl-hours for the average office. 

But why stop there? Why not save man-hours too? 
CORMAC does every copying job, for every department. 
Blueprints, sales reports, charts, drawings, copies from 
books, bills of lading, and lots more. 

So conveniently, in seconds, for a few cents each, 
CORMAC reproduces any- 
thing... but anything! So 
perfectly, too, you’ll ask which 
is the copy. CORMAC saves 
time, speeds work, cuts costs 
with every copy. That’s why 
methods men who know call 
CORMAC “the savingest office 
machine.” 

Your nearest CORMAC 
dealer will be glad to introduce you to any one of the 7 desk- 
top CORMAC photocopier models; there’s one for every 
copying purpose. From a low-priced portable for field and 
small office work, to the newest superior-size, superior-speed 
CORMAC Coronet. 

Try CORMAC in your office soon. You’ll be glad you did. 
Lifetime Guaranteed ! Made in U.S.A. 


DEPT. 12 
INDUSTRIES, INC. 


80 FIFTH AVENUE NEW YORK 11, N. Y 


(0 | want a free demonstration (-0 Please send me further details. 








Name, Titie Firm 





Address, City, lone, 
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She saves half the time.. “Boss saves eal the cost! 


Wattonals adding machine . . . 


Live Keyboard* with keytouch adjustable to each operator! 





Saves up to 50% hand motion—and effort! Never before 
have so many time-and-effort-saving features been placed 
on one adding machine. 


Every key operates the motor—so you can now forget the 
motor bar. No more of those back-and-forth hand motions! 


Keys are instantly adjustable to each operator's touch! No 
wonder operators are so enthusiastic about it. They do 
their work faster with up to 50% /ess effort! 


“Live’’ Keyboard with Adjustable Keytouch p/us 8 other 
time-saving features are combined only on the amazing 
National Adding Machine! 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


989 OFFICES IN 94 COUNTRIES 


A National Adding Machine 
pays for itself with the time-and- 
effort it saves, continues savings 
as yearly profit. See a demon- 
stration, today, On your own 
work. Call the nearest National 
branch office or dealer. 


*#TRADE MARK REG. U.S. PAT. OFF. 


For More Information Circle No. 224 
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FRAMEWORK 


that Counts 
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TRANSFER FILES : \ TRANSFER FILES 





STAX ON STEEL files are STRONG 
channel stee side plates carry weizl at four q 

gives vertical strength. Strong because t 
to give horizonta trengt! ong because key-hole 

units side | side this gives an entire 


ht ‘ 


( side plates interlock 
file bank double strength 


Of meta 
k STAX 
save plenty f 
ateral space 


Pictured at right 


RR REE a 


s port of on 

nstallation of 6100 
Stax On Steel file units 
In the file rooms of 


Boeing Airplane Co. of 
Wichita, Kansos. They 


: 
| 


stock them 12 high, 


to the ceiling—ond 


find that records ore 


alwoys neot, clean 


ond easily occessible 


© a meena cM RES 


STAX ON STEEL Transfer Files are available in Letter, Legal, Check 
and Tabulating Card sizes, Send for Catalog 0-12. 


ne ee 


=7-¥,1.44,.2-9 BOX COMPANY 
—SERVING STATIONERS SINCE 1918— 
720 $. Dearborn Street 
Chicage 5, lilinols 
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use 
LETTER i 


Trade Mark Reg 








GAD , THAT MAKES 


QUIT IN A WEEK!!? 








THE FIFTH GIRL TOY 











WHY THE ALL MY TYPISTS 
LONG FACE, )( ARE QUITTING / 











THE LATEST NEWS 
FOR KEEPING OFFICE 
HELP HAPPY 1S, BUY 


THEM led ; 


rit of 


aus) 
SPrap 





HAPPY DAYS 
ARE HERE AGAIN!... 
THANKS T0 LE77EREX, 
TYPING PRODUCTION HAS 
INCREASED AND COST IS 
DOWN! LE7VEREX \5 S50 
EASY TO USE,THE 
GIRLS LOVE I7 44 





JUST SNAD APART ! 








CMU 


carbon paper sets (a set is one 
second sheet lightly gummed 
to a piece of disposable carbon) 
are available in all colors 
Write or wire for samples oad 
details to LETTEREX, 

1640 Connecticut Avenue, 


St Washington 9, D.C. 


THE PIONEERS OF DISPOSABLE CARBONS FOR LETTER WRITING 
For More Information Circle No. 225 
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IP 
Mery Chadans Happy Vow Moan 


from all of us at 


RAPID ROLLER COMPANY 


CHICAGO AND NEWARK 
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it all adds up to a 
low cost high quality 
product.. the 


new Regna itemizing cash register 


a cash register, 
adding machine 
and simplified 
bookkeeping 
machine 

ALL IN ONE 
STREAMLINED UNIT! 


Ideal for all small and 
medium sized retailers 
a superb quality product 
in the low price class. Compact, 
sturdy, precision-built; manual or 
electrically operated models in 
green or ivory 
¢ Customer gets itemized receipt of 
each iterh purchased; Regna 
simultaneously records copy 
¢ Sale Total and Grand Total are 
automatically registered and recorded 
total receipts can be instantly checked 
any time ¢ Single item key records 
ingle item sale in one swift operation 
¢ Non-add key allows use as adding 
machine—-without affecting Grand 
Total « Customer counting device 
shows volume of daily traffic 
¢ 6 designating keys for clerks, 
departments, special items ¢ Lock for 
Grand Total and Sub Grand Total 
and for tape ¢ Individual keys for 
Charge Sales, Paid-Out, Non-space and 
Repeat operations. Printing device 
vith store’s name 


for owner 


iN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre 
Dame St. W., Montreal, Que., and Business Equipment Machines, 
489-R King St. W., Toronto, Ont ° 


OUTSIDE CONTINENTAL U.S.: Jorgen S. Lien, Box 507, Bergen. 
Norway 


Complete stock of Regna parts available throughout the U.S. 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 

Please send move information on the new Regna itemizing Cash 
Register and outline advantages of becoming a Regna dealer. 
Name..... 

Address. 


i ccestinisaatalaniniticiees 


For More Information Circle No. 210 
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even upside-down 


MORRIS SAFE-T-SET 


can't spill ink! 


The Morris Safe-T-Set is puddle-proof 
under all conditions —absolutely safe. 
Perfect for students or for every desk 
in home and office. Beautifully designed 
in today’s colors. Writes for months 
without refilling. Choice of Morris 
long-wearing points made to suit indi- 
vidual writing styles. See the SAFE-T-SET 
at all stationers everywhere. 


BERT M. ORRIS CO. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue rai 
Nn In Canada: McFarlane Son & Hodgson, Ltd., ol 
, 
in, Montreal, Quebec oe 
ae, Fai 
— —_— 


te ne a 


For More Information Circle No. 180 
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CURL RESISTANT — 
SOFT OR HARD IN VARIOUS PIGMENTS 


Don’t overlook the sales potential of 
Pencil Carbons. Get more carbon paper 
volume with Storms Pencil Carbons . . . 
available in four popular brands... 
Storm-Brite Super Blue, Perma-Blue, 
H.M.S. Non-Tack Blue and American 
Pigment . . . all with excellent manifold- 
ing qualities — and made of the finest 


materials. There’s a Storms Pencil Car- 


bon for every requirement... in blue, 
black or purple. You'll like the sharp 
writing pigment, the brilliant blue oil 
soluble and the economical non-tack 
pencil carbon. You're invited to write 
for complete details on the profit pos- 
sibilities of Storms Pencil Carbon. Use 


the coupon or write on your letterhead. 








STORMS SERVICE BUREAU 


The Storms Service Bureau is ready to help you with 
special applications of Carbon Paper, Inked Ribbons 
and Carbon Rolls. You are invited to consult with 
Storms whenever you get such requests from your 
customers. No obligation, of course. 


H. M. STORMS COMPANY 
Storms Building, Brooklyn 38, N. Y. 


Gentlemen 


_] We would like to know more about the profit possibilites of Storms 


Pencil Carbons. Please send complete information. 
(] We would like a copy of the Storms Catalog. 


NAME_ 


COMPANY NAME_ 


ADODRESS__ 
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w7NEW 
Stock-Control 
System 


based on 


VEEDER-ROOT 


Vary-Tallies 


saves time... 
speeds production... 
stops errors 





Manufacturers of skirts (or skis) can speed and simplify 
their stock-keeping, accounting, and payroll records with 
simple punched-card systems based on Vary-Tallies. 

A leading skirt-maker, for instance, always has complete 
command of several variations of styles, sizes and colors 
simply by lifting out the cards for any of these 
classifications . . . and recording them on the Vary-Tally 
This gives him an instant accounting on any account, 
without pencil tallies, scratch marks, or telltale marks 
on the goods. 


In time-checking, this manufacturer has tallied 420 
items on 80 orders in 4% minutes. His best previous time 
was 40 minutes. No copying . . . nothing but the final 
totals on the counter-faces. 


What Production Systems Inc., Waltham, Mass., 

is doing for the garment industry with its ‘“‘Quik-Pik”’ 
System . . . you can do for yourself with a similar 
system based on Vary-Tallies. And you can count 

on Veeder-Root to help you. Write: 


. 


eR RR ER aoa } Veever-Roort Inc. 


New York « Los Angeles + San Francisco » Montreal ee ” 
Offices ond Agents in Other Principal Cities The Name that Counts 
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*Pat. Pending tTrade Mort 
Thi cented under OvPont Potent 







PARTITION -ettes* 
and OFFICE-ettesii 


modular packaged offices 
inboth STEEL and WOOD 









Write for colorful brochure entitled ‘‘A New Way of Life in the Office” 





For More Information Circle No. 209 
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Only a Marchant 
gives you the answer 


RIGHT NOW 


TOUCH THE KEYS...READ THE ANSWER 
The Multiplicand—12—entered in 
the Keyboard, is in the Keyboard 
Dials (exclusive with Marchant). 
Now you touch the @ and @) keys 
in the Multiplier Row. Simultane- 
ously, the Multiplier—12—appears 
in the Upper Dials and the Answer 
-144—appears in the Middle Dials. 
It's Push-Button Multiplication! 


with push-button 


multiplication 





The only “live” multiplier keys on any make of calculator 

are the keys in the Multiplier Row of a Marchant. Touch them 

and the answer appears RIGHT NOW! It’s push-button multiplication! 

There are no other keys—no controls—to touch...no waiting for the answer to 
grind out. And as more than half of all calculator usage is for multiplication, the 
wise choice is a Marchant—the calculator that gives you the answer with top 
speed and greatest ease. Call the local Marchant Man. He will show you, 

on your own work, the amazing amount of time you can save with Marchant’s 
simple, fast push-button multiplication. Here’s an exclusive 

Marchant feature that can make a significant contribution to the 

more efficient, more profitable operation of your business. 


MARCHANT CALCULATORS, inc. 


OAKLAND 8, CALIFORNIA 
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every carbon copy you make 


is clear, sharp, 


and fade-proof? — 


Only 5/100 of a cent per copy! That’s 
all the premium for Old Town’s Dawn 
carbon paper amounts to — 5/100 of a 
cent for a record copy you can be sure 
of every time. 


Dawn carbon copies have the sharpness 
of originals. They are clearer, cleaner, 
easier to read than ordinary carbon 
copies. And they stay clear and sharp — 
never fade, never smudge, never blur. 


FREE SAMPLE KIT 


Send for your free samples of Dawn. 
Kit includes table of weights and 
finishes of carbon paper, helpful 
hints for secretaries. Mail this 


Just as important: non-curl Dawn 
handles flat—rolls through the machine 
flat, without wrinkling or creasing — 
cuts collating time in half. 

* Registered 


Old Town, Dept. 0-12 345 Madison Ave., New York 17 


Name.. 
Firm..... 
Address.. 
coupon today. City 


My typewriter is (1) standard [J noiseless (J electric. 
I usually make (1) 1-4 copies [1] 3-6 copies (1) over 6 copies. 


world’s foremost maker of carbons, ribbons, duplicators, duplicating supplies. 
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Suddenly with Clary, her dream of an adding machine comes true! 


For More Information Circle No. 206 
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How XEROGRAPHY 
cuts duplicating costs 518, 700 a year 


and speeds paperwork for 


D.W. ONAN & SONS INC. 


MINNEAPOLIS, MINNESOTA 


In 1918, D. W. Onan started his —_ and generators of many types and 
business in a small, rented garage to distribute them to a power-hun- 
in Minneapolis. Today D. W. Onan gry world, takes—among other 
& Sons Inc. is a leading manufac- things—much paperwork. Xerog- 
turer of electric plants with raphy, the dry, electrostatic copy- 
world-wide acceptance and use of ing process, has helped speed this 
Onan products. paperwork for Onan and cut du- 

To produce Onan Electric Gen- plicating costs $18,700 last year. 
erating Plants, controls, engines 


15,300 masters prepared by XEROGRAPHY last year to speed multiple 
3 copies of Instruction Manuals @ Parts Catalogs @ Service Bulletins 
Internal Forms @ Instruction Sheets @ Parts Price Lists @ Technical 


Bulletins @ Tool Catalogs @ Plant Model Index e@ Sales Bulletins 
Engineering Drawings @ Product Price Lists @ Research Bulletins 
Sales Letters 
Anything written, printed, typed or drawn can be quickly copied by xerog- 
raphy onto masters for duplicating. Xerography prepares masters for offset, 
spirit or diazo use. Copies in the same, enlarged, or reduced size can be 
made from one or both sides of the original material. 


WRITE for “proof of performance” folders showing how xerography is saving time 
and thousands of dollars for companies of all kinds, large and small. 


THE HALOID COMPANY 


56-24X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


{ ZE-ROG-RA-FEE) 


The fester cheapest, most versatile wey to mae matin’ for deplicating 
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bags 


~~" beautiful. ..yes, but proficiency comes 
first in the Remington Rand” 
Calculator That Prints 


The sound functional design of the 
99 Calculator That Prints will in- 
spire operators long after initial 
aesthetic appreciation has van- 
ished, simply because its fast and 
accurate operation makes all cal- 
culating work easier and faster 
than any other calculating ma- 
chine. Automatic multiplication, 
automatic division and high speed 
addition and subtraction are fur- 
ther enhanced by the 99’s gadget- 
free 10-key keyboard. Contact your 
Remington Rand Representative for 
an eye-opening office demonstra- 
tion. For descriptive literature, re- 
quest bulletin C1096, Room 2216, 
315 Fourth Avenue, New York 10 


Remington. Frand. 


Division of SPERRY RAND CORPORATION 


For More Information Circle No. 201 ii 
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A Piecework Payroll System 
That Saves $7300 a Year 


HARRY EDELSON, President 


DOROTHY DUKE, Office Manager 


N. Edelson Sons Corp., New York and Chicopee, Mass. 


YKEPTICAL? We'd be too, looking 
at a title like this one! But let us 
explain, and then see if you don’t 

agree that this new factory payroll sys- 

tem is worthy of the term revolutionary. 

For years and years, practically every 
company in the garment industry has 
been using a ticket system for piecework 
labor. Each girl pastes her tickets on 
her own daily piecework sheet, and these 
sheets are used as a basis for making’ 
up the weekly payroll. 

We have no argument with this 
method; we’ve used it for a long time, 
and still use it. But think what has to 
be done to these piecework sheets before 
the payroll is finally figured. That is 
where the revolution comes in—in the 
processing of these piecework sheets. 

In most firms, a girl will work at sev- 
eral different rates during the day. This 
means that she has a number of tickets 
for each different rate on her piecework 
sheet. What is the “normal” procedure 
for figuring these? Nine times out of 
ten it will be to add up the quantities 
produced at each different rate (dozens 
and fractions of dozens) and write in 
the production for each rate on the 
piecework sheet. The fractions of doz- 
ens have to be converted to decimals so 
they can be multiplied. The third step 
is the calculator multiplication, dozens 
and fractions of dozens for each rate, 
and writing in the answers on the piece- 
work sheet. Then all these answers have 
to be recapped to get the day’s pay for 
that girl. The day’s pay may then be 
written on a separate card (Wage Ac- 
erual Card) for that girl, or it may be 
just noted on the piecework sheet. 

This has to be done every day, for 
every productive worker in the factory. 
Some job! On top of that, at the end 
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of the week the piecework sheets (or 
daily Wage Acerual Cards) tor 
oirl have to be recapped, to get total 
pay, before the payroll can be written. 
In this whole process, from start to fin 
ish, there are a thousand chances for 
error, and no proof. No wonder most 
factories have a lot of complaints about 
paychecks at the end of each week! We 
had them, so we know what it is. 

The whole job of adding quantities, 
multiplying, accruing wages and writing 
payroll has been simplified and unitized 
through use of a new accounting ma 
chine (National Cash Register 38-M). 
We have a proof all along the line, and 
printed evidence of the accuracy ot our 
figures. Formerly, we had four girls in 
the bookkeeping department. Now there 
two and the other two have 
assigned to work elsewhere. There have 
been other savings, which will be dis 
cussed later. 

There are about 600 people on the 
payroll at our Chicopee, Mass., factory. 
Of these, an average of 450 are piece 
workers whose production and amount 
earned must be figured daily. We still 
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Fig. |. Tickets pasted to piecework sheet from which employee's daily earnings are calculated. 


add the quantities for each rate and 
write in these amounts on each piece- 
work sheet (Fig. 1). If there are frac- 
tions of dozens, the rate for a single 
piece is noted also (from a chart). For 
instance, if there were 44% dozen at a 
30-cent rate, the notation for this group 
at the top of the piecework sheet would 
be 30—.0250—4° (see Fig. 1). The 30 
means 30 cents, .0250 is the single-piece 
rate—30 cents divided by 12 (read from 
a chart) and the 4° for 414 dozen. Note 
that this addition of quantities, by rate 
groups, could be done as part of the ac- 
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counting machine operation. We prefer 
to do it by adding machine, because of 
our volume; two girls can work on this 
job at the same time. 

From this point on, the work is done 
by accounting machine. Following is 
the daily step-by-step method. You can 
refer to Fig. 2 and see the whole set-up. 
Reading from the piecework sheet, the 
machine operator: 

1. Enters single pieces and single- 
piece rates. ‘ 

2. Enters dozens and dozen rate. 

It is very important to note at this 
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point that the machine does not have 
to immediately multiply the quantity 
times the rate. Instead, the operator 
continues to enter the quantities (single 
pieces and dozens) and rates (for single 
pieces and dozens) for each rate group 
before any multiplication takes place. 
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This is a tremendous time-saver, and it 
cannot be done by a calculator or any 
other kind of equipment we know of. 
In other words, all factors for all rate 
groups are entered before the machine 
even starts to multiply. With an aver- 


age of four rates for each worker, you 


i ee 


Fig. 2. Daily earnings 
are machine computed 
on tape at right, and 
Wage Accrual Cards 
are printed automatical- 
ly. This shows the ‘'Fri- 
day" operation, which 
includes calculation of 
week's wages and writ- 
ing of Make-Up Report. 
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ean see how important this is. We are 
not interested in the amount earned in 
rate total pay tor the 
day 1s what concerns us. 
After all factors for all 
have been entered on the 
left of the 


each group; the 
rate groups 
tape at the 
machine, the operator: 

>. Enters clock number on tape. (The 
automatically and the 
chine now moves over to the Wage Ae- 
erual Card and prints date, Clock num- 


date prints ma- 


her. and total earnianas for the day. ) 
$. Picks up old earnings-to-date bal 


Wage Accrual Card 


prints earnings-to 


ance as shown on 

5. Machine 
date figure. 

This is 
plover The payroll IS processed by ale 
partment, and total 
department are cleared by the machine 
on a department control card. The work 
100 acerual ecards 
an hour, which ineludes an average of 
100 multiplications. This constitutes the 
entire proce dure for all days of the week 
except Friday. On Friday, the fina! day 
overtime and bonus incentive must als« 
he computed and printed on the Wage 
\cerual Card. Fig. 2 shows the Friday 
operation. 

After figuring the day’s pay, as above 
the total number of hours worked for 


new 
done 


for each piecework em 


earnings for each 


is done at the rate of 


the week is entered immediately follow- 


The hours 
employee’s 
lined up 
Cards on 


ing the earnings-to-date. 
worked are read from the 
timeeard; the timeeards are 
alongside the Wage Accrual 
Friday only. 

If the girl (earned 
than the cuaran- 
teed her), the machine’s carriage is re- 
turned to the tape at the left and the 
bonus incentive is computed by multiply- 
ing the total pay (to the nearest dol- 
lar) by the bonus incentive rate given 
in a chart (Fig. 3). It is easy to see 
whether a girl made her rate or not, 
since the great majority ol employees 
are on a $1 an hour minimum wage. If 
earnings are less than $40, the rate was 
not earned. The relatively few em- 
ployees who have a lfgher guarantee 


“made her rate 


more minimum wave 
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almost invariably make their rate. 
Note in the illustration that 
clock numbe1 1,208, 
$93.82 for 44 hours’ work betore com- 
putation of bonus incentive. Opposite 
144.00 on the Bonus Ineentive Chart 
(Fig. 3) the B.I. rate is shown as .04540. 
You ean see that on the tape 
in Fig. 2, this figure was multiplied by 
94—4 first, then 9. (You may find some 
difficulty in reading this 
ot the way the 
anyone familiar 
is clear.) The $4.27 Incentive 
thus computed is then printed on the 
Wage Acerual Card, and the gross pay 
of SOS.09 1s 
Now 
rate. 


Mary 


George, earned 


shown 


because 


hit to 


tape, 
machine prints, 
with the operation, 1 


bonus 


extended. 

Suppose the girl didn’t make he 
This is illustrated in Fig. 1. 
Lucy Frank, clock number 1,246, worked 
10 hours but earned only $25.50. The 
hours worked are entered, as before, op 
than 40 hours 
been worked, the day work ove! 
shown at. the right side of the 
chart in Fig. 3, is entered at this point. 
For had Luey Frank worked 
12 hours, an extra $1 would be entered 
after the $42, and total pay of $45 
would print. Since she worked only 1) 
hours, however, her gross pay is $40. 


also 


posite gross pay. If more 
have 


time, 


instance, 


We could just as easily have shown 
an illustration where the girl did not 
make her rate and yet received day-work 
overtime. But this would not have been 
a typical case. We do not normally al 
low people who do not pay tor them 
selves to work overtime; and this is true 
in general throughout the industry. 

After the $40 gross pay prints, the 
machine moves over to the Make-Up Re- 
port at the right. The clock number and 
name are typed in the gross pay, amount 
actually earned and make-up (loss) are 
printed automatically. 

As the payroll is run, the total make 
up is cleared out after each department. 
The Make-Up Report is made in -four 
copies, one tor the president, one tor 
the factory manager, and one for the 
department supervisor, in addition to an 
office copy. 
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Fig. 3. Chart indicating bonus incentive rate used by machine to compute extra pay. 
Day-work overtime is shown at right. 


Observe that the payroll could be writ- 
ten as part of the Friday processing 
of the Wage Accrual Cards, in place of 
the Make-Up Report. The Make-Up Re- 
port is very important to us, but firms 
that do not regard it as a necessity could 
finish the entire payroll in one opera- 
tion. The F.I.C.A. and withholding tax 
could be read from a chart by the op 
erator as payroll was processed. 
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Since we do the job separately, 
F.I.C.A. and withholding tax are fig- 
ured and pencilled in on the Wage Ac- 
erual Cards before payroll is written. 
We are then “all set” to write the 
payroll without further computation. 

Fig. 4 shows the payroll writing set- 
up. Five records are made at one time: 
the employee’s earnings record, pay 
statement, check, check register and pay- 
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The multiplying bookkeeping machine which 
N. Edelson Sons Corp. uses for its payroll. 


roll journal. The procedure is very sim- 
ple. Reading from the earnings record, 
the operator picks up previous earnings, 
withholding tax and F.1LC.A. total to 
date, plus the proof figure which is a 
combination of the three. These do not 
print anywhere but, if they have been 
picked up correctly, the machines prints 
“00” in the extreme lefthand column 
of the journal. If not, the machine 
prints the error and they must be picked 
up again. 

The machine now skips to the “hours” 
column, and the operator proceeds to 
enter all figures right across the line: 
hours, overtime, earnings, credit from 
previous week (if any), and this week’s 
deductions for withholding tax, F.I.C.A. 
and Blue The machine prints 
gross pay as it comes to that column, 
and prints date, check number and net 
pay on the check. It then returns to 
the “to-date totals” column of the earn- 
ings record, prints earnings, withholding 
tax and F.I.C.A. to-date, plus a new 
proof figure, releases the forms and goes 
back to position for the next employee 
to be processed. 

Payroll is written at the rate of 75 
employees an hour, including all records. 
Earnings are cleared out at the end of 
each department and must prove back 
against the department control card. All 
journal columns, including those for de- 


Cross. 


ductions, accumulate automatically. The 
nonproductive payroll is written in ex- 
actly the same way, from time eards in- 
stead of Wage Acerual Cards. 

The quarterly 941a report and annual 
W-2’s are also processed at high speed 


on the same machine. 

No doubt the time- and money-saving 
characteristics of the machine system 
must be placed first in importance. In 
addition to saving the full time of two 
girls on bookkeeping work, the office 
manager saves eight hours a week pre- 
viously spent in making up the non- 
productive payroll of 150 employees and 
another eight hours formerly needed to 
prepare the Make-Up Report. We save 
about 12 hours each quarter on the 941a 
report. Altogether, we save over $7,300 
a year, at the most conservative esti- 
mate. In addition, there is enough free 
machine time left to mechanize accounts 
payable and general ledger, which we 
intend to do in the near future. 

Other things are important too. Un- 
der the old system, we had a great many 
complaints every week about incorrect 
pay. This was natural beeause, in fact, 
we made many mistakes and there was 
no proof. When an employee com- 
plained, we had to re-caleulate all of 
that particular day’s wages for her, to 
find the error. There just wasn’t any 
printed proof of what we had done. 
Now there are very few complaints. 
For the few we do have, any possible 
error can be traced very quickly just by 
referring to the daily tape which shows 
exactly what we did for each employee. 
The psychology of having a machine 
and machine-printed checks is another 
strong factor in eliminating complaints. 
Employees trust the machine; they 
know it does not make mistakes. They 
do not trust a pencil - and - calculator 
method. 

Department wage totals are accumu- 
lated daily and posted to control cards, 
under the new system. As the payroll 
is written, the department totals must 
prove back against their respective con- 
trol cards. If an error has been made, 
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Fig, 4. All related records are combined in one operation, with complete payroll processing 
for 75 employees an hour. 


it is localized to the department and can 
be located and corrected quickly. The 
old system had no such proof. 

One final thought. Do not think that 
because you are larger than us or smaller 
than us, a machine will not fit. If you 
are smaller, the machine might do all 
your accounting work; if larger, you 
might do only payroll. If you are much 
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larger, two machines would probably 
save you a lot of money. Also, do not 
think that mechanical systems have to 
be confined to a rigid pattern. You 
may do a lot of things different from 
the way we do them, but machines are 
extremely flexible, and the type of 
equipment we use is very easy to oper- 
ate; no special training is needed. 





Desk Height 
Can Influence 
Typing Output 

CLARABELLE McDERMAND 


HE OFFICE MANAGER proudly 

ushered me into his newly redeco- 

rated private othee. “See those 
drapes? What do you think of this 
desk? Isn’t it a be auty ? Cost me $300, 
but it’s worth it. Makes a good impres 
sion on eallers.” 

As I smiled and admired, I could not 
help glancing out the outer office 
where the gi were busily occupied at 
their old The office 
secretary, unusually tall for a woman 
[Wit }. crouched over her type- 
writer straining here eyes at the ma 
terial copying. Her drophead 
desk brought the typewriter only 2514” 
from the littl for 
her down 
had 
her back ached 
but did not real- 


into 


9 
rl 


desks manager’s 


was 
she was 
floor, leaving room 
knees, and drawing her arms 
to a slant of over 45°. I knew sh¢ 
otten complained that 
at the end of the day, 
ize that the too low desk was the cause 

Osteopaths treat 


hundreds of cases 


term 


vearly ol what They “stenog 
rapher’s disease.” They attribute this 
brought about 
improper ad- 


relation to 


disorder to poor posture, 
by the wrong chair, or 
justment of a good chair in 
desk height. 

A hunched-over working position de 
presses the impedes respiration 
and cireulation. It crowds abdominal 


chest, 


and pelvic 


normal functions. 
An 


solution, ¢ 


organs, impairing the body’s 


the 


not 


adjustable chair is part of 
but a chair will 
entirely correct the faulty 
between desk height and chair. The body 
typewriter 


rt course, 


relationship 


will still bend forward if the 
plattorm is too low. 

Since 1910 expert typists, ollice equip 
ment engineers, and teachers have known 
that 


height for typing platforms, is too low 


even 26”, the generally accepted 


t George Hossfield, ten 
urged 
the adoption of higher desks and tables. 
He says, “The chair should be at a 
height that will enable the operator to 
have his hands in a position parallel to 
the keyboard there 
from 11 to 12 
chair 
on which the type 


tor mos 


T\ PISts. 


times world champion, has long 


the slant of 
should be a 
trom the 
to the top of the desk 
writer 1s 
Mr. Hossfield, 
Peters, Albert Norman 
vig, and oth champions, has 
always placed the machine 
30”-high desk. Attention 


tactor in the typing 


space ot 

inches top of the seat 

located.” 

Cortez 
Saks 


along with 
Tangora, 
typing 
on top ot a 
to this detail 
has no doubt been a 
achievements of 
A study of the relationship of fatigue 
to typewriter platform heights made by 
Dr. Earl Stro 1942 confirmed Mr. 
Hossfield’s e] Strong found that 
on a stand typewriter the 
} 


hands of the 


these experts. 


2” in 
claim. Dr. 
lard manual 


slant of the arms and 
typist should bi 
an IBM electric, 
a Remington 

24°. For individuals whose heights 
ranged from 4'11” to 5’7’ platform 
} should vary 30” to 31”. 


re irhts 
nree point recom 


approximately 30 . on 
imately 12°; on 
approximately 


appro 


electric, 


trom 
Dr. Strong made 
] 


mendation 


1. Raise or lower the typist’s chair 

to enable the feet to comfortably touch 
the floor. 

Adjust the back rest on 
the small of the back. 


3. Raise the typewriter by placing a 


the chair 


lift box on the desk or table, by putting 


blocks under the leas of the desk or 
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table, or by using desks or tables with 
adjustable platforms. 


As a result of Dr. Strong’s study, the 
U. S. Department of Agriculture pro- 
vided lift boxes for its employees. These 
hoxes consist of a 3-sided wooden frame 
with brackets that support a movable 
shelf in any one of four positions. By 
placing the shelf in one of these posi- 
tions, the typist can raise her typewriter 
from one to four inches above the normal 
height of a secretarial desk or type- 
writer table. - 

The products and methods research 
department of Remington Rand, after 
a lengthy study, published their findings 
on this same subject in a booklet titled, 
An Efficient Typing Station. Summed 
up, these findings are clear: properly 
placed typewriters mean less fatigue, 
fewer errors, greater fluency, and more 
production from each typist. 

In her doctor’s thesis, “An Analysis 
of Factors in Determining Physical Im- 
pediments in Typewriting,” University 
of North Dakata, 1951, Dr. M. Adeline 
Olson reported the measurement of the 
influence of table heights on _ electric 
typewriting performance. She used 
seven table heights from 24” to 36”. The 
chair height was 17” from the floor in 
all eases. Measurements were taken of 
each student to determine overall height, 
length of arms, torso, ete. Seven dif- 
ferent timed writings based on syllabi- 
cally graded straight copy material 
were administered and rotated with dif- 
ferent table heights. The order of the 
writings remained constant, but the table 
heights were completely randomized 
from a list of random numbers. The 
criterion of performanee of each of 
these timed writings was the number of 
correct strokes. Errors were also tabu 
lated. Because no single table height 
produced the most correct strokes for all 
subjects, Dr. Olson felt the need for in 
dividualizing table heights was 
firmed, 

Her conelusion is sustained by Dr. 
Arthur Walker, Supervisor of Business 
Edueation in Virginia, where research 


con- 
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among several hundred high school stu- 
dents revealed that a table height of 28” 
would be acceptable for about 80% ot 
the students measured, provided they 
were seated on a standard height chair. 

Business teachers, aware of the need 
for higher tables for typewriters, have 
for the past 20 years or more been 
putting blocks under too low tables, and 
securing adjustable tables as funds be- 
came available. But have office managers 
been sufficiently alert to this problem? 

The most attractive and up-to-date 
office it has been my privilege to visit is 
that of a midwest savings and loan as 
sociation. The decor is beautiful. Eacl 
typist is furnished with an adjustable 
posture chair. Desk units are arranged 
for privacy—no one can crowd behind 
a worker’s chair. In no case, however, 
did I find a typewriter platform more 
than 2514” from the floor. 

Questionnaires sent to a number of 
business firms employing many typists 
and stenographers brought back the in 
formation that while some attention was 
being given to adjustable chairs, in no 
instance was a_ typewriter platform 
higher than 2714”. 

One coneern which claimed to have 
installed desks built so that “tall girls 
don’t have to stoop over desks built 
for shorties,” wrote that the desk tops 
were the new low height of 29”, adjust- 
able by means of a glider to one inch 
higher. Since typewriter platforms are 
four inches lower than desktops, you 
that the tall girls must still 
be stooping over too low typewriters 
unless they set them on top of their 


desks. 


can see 


Muriel Irion, typing instructor in the 
training classes of the Farm Bureau In 
surance Companies, Columbus, Ohio, be- 
came interested in typewriter heights. 
She tested the idea of individualization 
through the use of wooden lift boxes 
and found the improvement of typing 
performance so great that the classrooms 
were equipped with metal lift hoxes. For 
some months the use of the boxes was 

(Continued on page 163) 





Record Forms Are 
Your System’s Memory 


LESLIE MATTHIES 


Supervisor of Engineering Systems and Procedures, 


Northrop Aircraft, Inc., Hawthorne, Calif. 


OUR SYSTEM, if it is a complete 

system, provides for three distinct 

elements of administration: action, 
recording and reporting. 

In many systems we provide only for 
an action form. In others we may pro- 
vide only for a record form. And in 
most systems we completely forget to 
provide a report form. 

In the first paragraph we said that 
an administrative system had three 
parts. In the second paragraph we 
added the word “form.” The form is 
the tool of the system. The printed 


form is the tangible that we use to ex- 
ecute and control the intangible flow of 


systems information. You cannot see 
such things as commands, authorities or 
memories. But these intangibles are very 
real parts of the system and only 
through the printed form can we work 
from the tangible to the intangible. 

What happens within a system? In 
effect the boss says: “Do it,” and he is- 
sues an action form, such as the shop 
order. At various points along the chan- 
nel of action the people keep records. 
These records do not get any action, 
but they do provide the basis for con- 
trol. If you want to know where Shop 
Order No. 4887 (an action form) is now 
located, you can first consult the record 
in department B to find out if it passed 
by that record control point. 

Take a closer look at the systems form 
that we call a “record form.” This form 
doesn’t get action. Its prime job is to 
“remember.” It is the memory of the 
system. It provides a summary of all 
of the various actions that have taken 
place in the system. In an electronic 
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system the company record “form” is 
still there and performing exactly the 
same function, but we call it a memory 
drum or a magnetic tape. 

The paper record form is merely one 
type of systems memory but it is the 
most widely used type. A tabulating 
eard is another form of memory. Here 
the punched holes in the card “remem- 
ber” about a single transaction. 

If we examine the record form and 
what it does, we can see how we ean 
turn the same functions over to a mag- 
netic drum, to a punched card, to a 
cathode ray tube, or to a punched paper 
tape. They are all memories of the sys- 
tem and they all function as such. 

You will notice that in almost any 
system these more obscure type of mem- 
like the magnetic tape or the 
punched paper tape, must always be 
translated into a written piece of paper 
; something that people can read. 
Today, certainly more than 90% of our 
corporate memories still depend upon 
paper record forms. 

An administrative manager uses the 
record form to assist him in controlling 
action paper. Action paper carries au- 
thority to work. Consequently, if the 
administrator can use the record form 
to control the action paper, in effect he 
is able to control the action itself! 

So you can see the value of the record 
form as a control device. But it does 
more than help control action. The ree- 
ord form also provides a basis for re- 
porting status information to the vari- 
ous levels of management. 

If your system is a complete one, the 
record form serves as the basis for all 


ories, 
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action reporting. If the record form is 
well designed, it will not only be easy 
to post, but it will be easy to glean in- 
formation from it that will go into re- 
ports for various members of manage- 
ment. 

While we seldom send the record form 
itself to an executive, sometimes people 
do so by taking a photograph of the 
record. Such a picture may be valuable 
to members of management who are 
close to the operations. Other record 
forms are actually graphs—presenting 
their facts in graphic or chart form. 
Such graph-records supply information 
that tells the status story at a glance. 

Examples of such visible record forms 
are Schedu-graphs, Kardex, and Acme 
Visible Records. The visible features of 
these records are valuable only if they 
are kept up; useful only if they are well 
maintained. When visible records are 
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DISPOSITION, Where did you 


the action paper? 





will 
infor- 


not well maintained, executives 
cease to trust them for factual 
mation. 

In each procedure you can find a defi- 
nite action cycle—a sort of data flow 
pattern. This cycle always has a logical 
start and finish. This cycle, with its ex- 
act start and finish, must be clear in 
the mind of the systems analyst. 

Let’s use a railroad analogy to make 
this point clear. A railroad is divided 
into administrative-geographical sections 
known as divisions. At a certain point 
on the boundary of the division, the 
train enters the division. Similarly, 
when an action form enters a depart- 
ment from outside, somebody sets up a 
record. This record, or log, has a note 
that the action form did come into the 
department. 

This may be the first record in a series 
that must be made between the start of 
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the procedural cycle and the end of it 
with the single department. 

Again consider the railroad. The rail- 
road division point may be a city. The 
trip division will probably 
end in another city at the opposite bor 
division. This second city 
compared to the last process 
a procedural cycle. 


across the 


der ot the 
can pe 


point in 


Along the railroad right-of-way, just 
as along the systems flow route, we de- 


cide on and set up certain control points. 
At each control point we keep a record. 
The record will, in effect, say: “Action 
form 4836 passed by here on 12-14-56.” 
Notice that the record stays in one place. 
It does not get action. 


It is set up at a 


It does not move. 
point where action 
be traced later. 

Once an action form has been released 
into the system, we trace its progress 
through our control point records. If 
the action form has left the originating 
point and is not at the next control 
point, we know that it is somewhere be- 
the two. The action form is not 
hard to find because we have narrowed 
down our search. 

This provision for tracing- 
searching is true of the railroad. 


torms can 


tween 


samme 


Cars, 


which we can compare to action forms, 
are carrying freight or passengers. Our 
action forms used in a system are like 
railroad cars, in that they also carry a 
The action form carries data as 
its Cargo. 

See what happens if a system flow 
follows a path that cuts through several 
departments? Unless we have a systems 
plan, there will be too many records set 
up. We will tend to overeontrol. Con- 
trol points will not be well chosen. 

One of an administrative engineer’s 
responsibilities is to put in enough con- 
trol points (records) to insure control 
on the entire systems flow, regardless of 
where the systems cycle may lead him. 

Our railroad - administrative analogy 
ends when we consider the loading or 
unloading function. In a system, our 
eargo is data—a mental symbol. On the 
railroad we are dealing with tangibles 

the loading and unloading of physical 
abstract; the other is 


cargo, 


goods. One is 
concrete. 

Data, the intangible, is capable of be 
Ing’ readily reproduced since it is in 
reality only a mental symbol. This is 
not true of the tangible freight or pas- 
sengers in our railroad system. 


The flow channel of a system can be compared to the flow pattern of a railroad "system". 


The start of the system cycle here is at point |. 


The end of the cycle is at point 4. Certainly 


the start and finish points are control points, By having intermediate points of control, we 


narrow our search. 
to search the whole system for it. 


lf the train has left point |, 
We narrow our 


but hasn't arrived at point 2, we don't have 
search to the area between | and 2. 


Records kept at each control point help us "remember". 
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ALF A CENTURY ago the king- 

pin of business publishing was Sys- 

.tem, the Magazine of Business, 
edited in Chicago by A. W. Shaw. Edi- 
tor Shaw shares with Frederick W. Tay- 
lor the credit for, being the originator 
of scientific management. His writers 
interviewed all the leading business 
executives of the country and pumped 
them for the secrets of successful man- 
agement. 

A study of System for 1906 exhibits 
the evolution of the modern business 
office almost as if the researcher could 
turn back the calendar and look in on 
how business was transacted in Teddy 
Roosevelt’s regime. In some respects 
the contrast with today’s methods and 
appliances is sharp. In others the march 
of time seems more leisurely and the 
fadeout in perspective anything but re- 
volutionary. 

The 1906 office was far from primitive 

that is, the office that made any claim 
to modernity. At that time the average 
small retail establishment did their filing 
on a pointed spike hung on the wall, 
plus checkbook stub and daybook ae- 
counting. But in larger offices, typewrit- 
ers were taken for granted and crude 
duplicating equipment was in use. Small 
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Looking 
Back 
Fifty 

Years 


FRED DeARMOND 


hand adders and duplicators could be 
had for $5, although several large add 
ing machines on the modern principle 
were available. At least one combina- 
tion typewriter and adder (bookkeeping 
machine) was advertised, and a new 
book elucidating “Bookkeeping by Ma- 
chinery” was proclaimed. It is interest- 
ing to note that while most appliance 
designs have been changed radically, in 
a few instances they are still: identically 
the same as far as appearance is con- 
cerned. Examples are a postal scale, a 
fire extinguisher, and a prominent brand 
of small electrie fans. 

A number of today’s well known 
names, ineluding Burroughs, Under 
wood, Todd, Shaw-Walker, Globe-Wer- 
nicke, Dennison, and Yawman & Erbe 
were appearing regularly in the adver- 
tisine sections of System. But the brow- 
ser in these pages looks in vain for 
many other brand names that are now 
familiar in American offices. The post- 
age meter was then only a flash in an 
inventor’s eye. Tabulating and micro 
filming equipment had not come into 
use, and the caleulator was in a stage 
similar to that of the airplane. Among 
a whole family of System’s fountain pen 
advertisers, Waterman and Conklin are 





about all that sound familiar to me to- 
day. 

The leading sales pitch for typewrit- 
ers was the new “visible writing” fea- 
ture. “The visible writing of the Oliver 
Typewriter is its supreme advantage 
over the old-style machines.” The Oliver 
Company was advertising for sales rep- 


BLICK sueneen 
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Unite the Good Points of other 


makes at less than the 


1-2 
usual prices. 
New 1906 Model. Visible Writing. 
Over 110,000 in Use. 


The svsiem of any selling oreanization is not com: 
plete unless the salesmen catty thei own ty pe- 
writers, and send mm then teports. orders and 
cottespondence typewtiticn. The salesmen of maps 
latce concetns Now Use Out machine. 

Send tor catalogue five 


THE BLICKENSDERFER M’'FG CO. 
STAMFORD, CONN. 
OFFICES IN PRINCIPAL CITIES. 


resentatives and holding out the bright 
promise that a live man could earn up 
to $3,600 a year. International Cor- 
respondence Schools held up the lure: 
“A Dollar an Hour Instead of a Dol- 
lar A Day.” 

Time-recording clocks were coming 
into vogue in industrial plants, as a 
means of saving wasted minutes by 
workers. One Chicago company had gone 
through the ordeal of an “unauthorized” 
strike of union employees because the 
management maintained that a starting 
time of 7:30 a.m. meant that every man 
was to be at his machine at 7:30, and 
not 7:35 or 7:40. 

The Columbia Phonograph Co. ran 
a striking page ad of its new grapha- 
phone, hailing the evolution of letter 
writing from “Longhand to Shorthand 
to No Hand.” 

A whole battery of telephone acces-. 


For then 
you've got 


Keep Trac 
With Tacks |  ““S.cr*tum 


The Map and Tack or Kouting and Kecording System is 
adaptable to all lines endorsed by up to-date business men. 

Send for catalogue and our tree box vuttit demonstrating the 
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Holds firmly togetherletters, 
checks or papers of any 
kind without mutilation. In- 
destructible, being nickel- 
plated, will not tarnish. Sold 
in boxes of 100, 25c. 


dealer, or sent postpaid 
om. of tg ‘ ‘Send for free 
sample envel 
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Talk about microfilming until youre . 
blue tn the face...but I just cant afford tt! ; 


Obviously you havent heard/ 
The new Micro-Twin recorder-reader 
costs less than you might expect to pay 
Jor a recorder atone! 


Call our branch office to see the 
fabulous Micro-Twin or the low- 
cost Model 205 Recorder and 
separate Model 206 Portable 
Reader. Or write Burroughs 
Corporation, Detroit 32, Mich. 


For More Information Circle No. 202 


" H il SOLO ANDO SERVICED BY e 

Bell Howe Burroughs [Burrougss 

MICROFILM EQUIPMENT ¥ 
“Burroughs” and ‘‘Micro-Twin’’ 
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sories was being offered to phone users. 
There were telephone holders, extensible 
brackets, and an aluminum automatic 
card index to be attached to the lower 
end of the telephone stand. But the 
unique gadget of that economy-minded 
decade was a phone lock with two keys, 
all for 50 The subseriber who 
counted his nickels simply locked the 
receiver on no spong- 
ing interloper could use the instrument 
to run up the bill. Ideas for improving 
the phone multiplied until the Bell Sys 
tem set out to prohibit attachments on 
its property. 


cents. 


its hook, so that 


leaf systems were just becom 
the day for journals, 
ledgers, catalogues, and a variety ol 
other uses. In September, 1906, 
issue of System appeared the advertise- 
ments of no less than 16 looseleaf record 
manufacturers. The magazine had just 
published a new “Looseleaf 
Bookkeeping” by work 
which unquestionably filled a need in a 
day of bound ledgers, such as the old 
Whipple, weighing 80 lbs. or more. 
There was the venerable example of the 
renowned New York Dutch magistrate 
Wouter Van Twiller, who was called 
upon to adjudicate a case in which two 
merchants each claimed the other owed 
him a disputed balance. The judge hefted 
ledger carefully, as Washington 
Irving told the story, pronounced them 
of exactly the same weight, and there- 
fore ruled that no balance was due 
either way. 

High stools for superannuated book- 
keepers were still part of the office pic- 
ture. A few flat-top desks were being 
shown by the avant garde, but the vast 
majority : roll-top variety 


Lox ms 


ine the rage ol 


the 


book on 


Sweetland—a 


each 


were of th 
with an array of pigeonholes in which 
unfinished could be interred. 

Spencerian pens, ink eradicators and 
pneumatie erasers were important sta- 
ples of office supply dealers at that 
time. One advertiser proudly announced 
a Neostyle Penny Saver envelope which 
“looks exactly like a sealed envelope 
Thus a 


business 


postage.” 


yet goes at penny 


80 


the business 
penny no 


was added to 
although a 


term 
bulary 
talks. 


System was 


voca- 
longer 


able to exploit markets 
that are no longer open to the business 
publisher. Among its advertisers were 
three of the best known makers of fire 
Smith & Wesson, Harrington & 
Richardson, and Iver-Johnson. At a 
time when hold-ups were supposed to be 
rarer than today, not to mention busi 
hess suicides, this advertising ot pistols 
the paradoxes ol 

A variety of other were 
dangled before the business reader: 
“Shorthand in 30 Days,” “How to Make 
Money in Copper,” a rotary tooth 
brush, a clamp to “Press Your Trousers 
While You Sleep.” “Suit Like This 
$5,” an inviting book on “Sexology,” 
and even a wonderful method of restor- 
ing hair to a bald pate. The latest thing 
in automobiles was the Rambler tour 
ing ear at $1,750, and the Pope line 
priced from $500 to $2,500. 

While the 1956 reader may smile 
patronizingly at the appliances and 
methods of 50 years ago, a closer look 


arms 


iS one ol change. 


come-ons 


cools his complacency because it is clear 
that a large share of what is now known 
about running a modern office is the re- 
sult of continual refinements and im- 
provements on the equipment and pro- 
cedures of 1906 and before then. If we 
were to subtract from today’s proud 
progress all that those pioneers con- 
tributed, the remainder would seem piti- 
fuliv small. 

Every issue of System explained, il- 
lustrated and applied to specific trades 
and industries something that was being 
learned about cost accounting, sales con- 
trol, keeping stock records, purchasing, 
shipping, filing, etc. The greatness of 
American business and all the efficiency 
that has made it the marvel of the mid- 
twentieth century world was then in the 
making. To A. W. Shaw, as much per- 
haps as any other man, much 
credit. He provided a listening post and 
a clearing house for emerging scientific 
management. 


goes 


Tue Orrice—December, 1956 





— incredible... but 


this ®240 Kodak Vérifax Copier 
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Sargent & Company, New Haven, 
Conn., leading manufacturer of locks 
and hardware, eliminates retyping 
and proofreading in order handling. 


Three or four copies are needed of 
each page in a customer’s order. Now... 
Sargent ¢e Company gets them in 1 min- 
ute for less than 3¢ each with a Kodak 
Verifax Copier. 

Only half as many clerks are now as- 
signed to processing orders, despite a 


80% jump in orders handled. And what’s 

important —there’s never a copying mis- 

take or omission, Makes no difference if 

are written 

in ink wie call { for hundreds of differ- 
ent products. 

Send for free booklet listing 101 short 
cuts Verifax copying has brought to 
thousands of offices. Or get in touch with 
nearest Verifax dealer, 


listed in “yellow 


pages” under “Photocopy Equipment.” 
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EASTMAN KODAK COMPANY, 
343 State St., Rochester 4, N. Y. 
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Cool Green ‘‘Eye-Ease” Record Keeping Forms Reduce 
Eye Strain... Increase Speed, Accuracy. In Stock at 
your National Blank Book Stationer 


. 7 “Bye-Ease” Analysis Pads and Work Forms 
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¢ Alternate colored column ruling for speed 
¢ Lithographed potterns prevent smudging 
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The Return of w O OD 


In Office Furniture 


WOLF VON ECKARDT 
FFICES are taking on a brighter 
friendlier, more graceful look 
Along with carefully chosen color 

schemes, lighting, draperies and other 
decorating attributes of a liveable liv- 
ing room, more offices are being fur- 
nished in nature’s own material—wood 

Not too long ago wood office furniture 
seemed on its way out. The old roll-top 
desk, finally, was in the museum. That 
more recent symbol of old-fashioned 
solidity, the high-pedestaled “sanitary 
desk” was still in cireulation, but the 
tremendous expansion of paperwork, 
demands for functionalism and what 
seemed “modern” some years ago, pro- 
‘vided a ready market for streamlined 
metal furniture. The metal desk brought 
color and new designs into the office, 
and its path was paved by heavily en- 
dowed promotion. 

Today, wood office furniture manufac- 
turers admit with a rueful smile that 
they were asleep at the switch. They 
had not relaxed their traditional, me- 
ticulous craftsmanship, but the design 
of their desks and chairs was equally 
traditional. It had stagnated, in fact. 
The industry seemed to miss office man- 
agement’s search for greater efficiency 
and flexibility. Its merchandising, too, 
didn’t seem to have changed much since 
the days of the roll-top desk. Primarily 
geared to the replacement of old stand- 
by items, the wood office furniture mak- 
ers made little effort to tell their story 
to the man who looked for a better office. 

Nothing bands men together like a 
common danger. It was partially to re- 
verse the tide that the Wood Office Fur- 
niture Institute was founded last March. 
It replaced an older, smaller organiza- 
tion of the same name which had ex- 
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isted since 1942 but was disbanded. The 
new WOFI now includes most of the 
leading wood desk and office chair manu- 
facturers in the U.S. and Canada. The 
institute proudly reported recently that 
wood office furniture sales soared up- 
ward by 29.67% in the first half of 1956 
compared to the same period last year. 
Last year’s sales increase was equally 
spectacular — a gain of 30.22% over 
1954. 

“It took four basic premises to make 
this dramatic comeback possible,” said 
WOFI president Raphael Blessinger. 
“T suppose these same four planks are 
vital to provide a firm foundation for 
any forward-looking trade association. 
In the first place you’ve got to have the 
willingness of all the industry members 
to work together. Secondly, capitalize 


on the advantages of your products. 
Most important, improve those products. 
Designs must keep up with changing 


trends. And fourth, employ modern 
merchandising methods.” 

Mr. Blessinger has been in the wood 
office furniture business since, at 19, he 
joined the Jasper Desk Co. of Jasper, 
Ind., which he now serves as secretary. 
The 50 - year - old, craftsman - executive 
speaks highly of his colleagues. 

“They say you can’t teach an old dog 
new tricks,” he said. “Yet I am simply 
amazed how well the members of our 
industry have responded to new chal- 
lenges and new ideas since we have 
banded together in WOFI. After all, 
most of our members represent long 
established firms, still owned by the 
families who started them in their 
grandfather’s or great - grandfather’s 
cabinetmaker shop. They are long estab- 
lished and reliable. I’m frankly sur- 
prised that they could also be so dy- 
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“Sure we can give you 60-day delivery!” 
said the boss. ‘‘Let’s have the details. We’ll 
send out for lunch.” He doesn’t know it yet, 
but those hamburgers will cost him plenty. 


Wher that order hits the shop, there won’t 
be enough capacity to handle it. Other jobs 
will suffer...customers will get sore... 
overtime will kill off a big slice of potential 
profit. 


Here’s a case where the Keysort Plant 
Control Plan would have made the differ- 
ence. With a weekly work-load summary 
of every department’s manpower avail- 
ability, the boss could have foreseen the 
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problems of rush delivery. He would have 
known in time that to meet the deadline 
and still ship to other customers — some 
jobs would have to be diverted or extra 
shifts added. 

The Keysort Plant Control Plan can suppiy 
every fact you need for production and 
cost control. Plus the on time, accurate 
reports that provide a regular check on 
performance. Monthly, weekly, daily — as 
your needs require. At remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us. 
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An ideal setting for wood office furniture, this is the Atlantic National Bank of West Palm 


namic and enterprising.” 
[ ntil 


compe 1 ition, the 


they ran up against the metal 
furniture makers, like 
most other people, took the advantages 
ol wood more or less tor oranted. Now 
they began to look at their product. 
WOFT, in fact, has just recently 
launched a_ technical product research 
program to produce findings of interest 
executives. Meanwhile WOFI 
spokesmen will tell you quite a bit about 
test results and customer experiences 
with their material. 

The natural beauty of wood meets the 
eye at first glance. People today have 
a new awareness of grain and texture. 
The word “beauty” has returned to con- 
temporary design. Fine wood, with its 
inimitable grain and warm, rich color, 
fits into this trend. .It appears to re- 
place what might be called the “mechan- 
style employed in the past few 
decades to construct and furnish our 
shelters inside and out. The unadorned, 
purely functional and_ technological 
“machine-for-living” approach to archi- 


to offices 


istie”’ 
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Beach, Fla., showing chairs made by Milwaukee Chair Co. 





tecture and interior design is oblivious 
to the basic human need for personal 
warmth. To satisfy these needs, WOFI 
urges us to turn to the materials of 
nature. 

This explains the use of natural stone, 
marble and brick, not only for the ex- 
terior facing of new structures but for 
interiors as well. Roughly woven wool 
and linen drapery materials, grass cloth, 
bamboo and other organic materials of 
nature, also are being used to relieve 
the bare, mechanistic functionalism. 
Witness, too, the more frequent use of 
wood paneling. 

Dr. James Mosel of George Washing- 
ton University, noted industrial psychol- 
ogist who is a consultant to various busi- 
ness and industry groups, made a study 
of how people who work in or visit of- 
fices react to furniture. He explained 
it this way: “A surprising fact is that 
the great majority is wood - conscious 
when it comes to office furnishings. 
There is something about wood, its vis- 
ual appearance, its solidity, its ‘feel’ 
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that appeals deeply and unconsciously 
influences our feelings, especially our 
feelings about ourselves, our ‘ego.’ This 
effect is largely due to what psychol- 
ogists call the ‘association value’ of wood 
furnishings. In the past we have ex- 
perienced wood furnishings and other 
wood objects in other times and 
places. ... 

“Wood feels warm, more personal,” 
the psychologist continued. “Watch a 
person examining a new wood desk or 
chair and note how he runs his fingers 
over its smooth surface. This act is much 
less tempting with other furnishings 
which may seem cold, austere, imper- 
sonal and mechanical. In our study of 
people’s reactions to their furnishings, 
we found that this personal and warm 
quality of wood gives them the feeling 
that they ‘possess’ the piece. The fur- 
niture seems more ‘theirs,’ more a part 
of themselves. This feeling is perhaps 


reinforced by the unconscious recog- 


nition that wood was once alive; it is 
more living, and consequently, we 
it. 


feel 


a closer identification with In con- 
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trast, ‘synthetic’ furnishings appear as 
something alien and removed from our- 
selves.” 

Ask any three people in your office. 
You will probably get three different 
opinions about the color of a metal sur- 
face or some synthetic material. Show 
them a nicely polished piece of walnut, 
mahogany or cherry and they will cast 
a unanimous vote for beauty. 

Wood has other attributes, equally 
important to the businessman about to 
furnish or re-furnish his offices. What 
about the durability of wood office fur- 
niture, for instance? 

“If you care to,” Mr. Blessinger 
smiled, “you may put this question in 
writing Napoleon’s desk.” The 
French emperor’s desk is still in tip-top 
working condition, he explained. “The 
Paris museum guards might stop you 
trom using it, but its age has not af- 
fected its utility.” As another example 
ot the durability of wood, Mr. Bless- 
inger pointed to the fact that New 
York’s Metropolitan Museum of Art dis 
plays wood furniture built in 1683. 


on 


By loosening brass 
fittings with a half- 
dollar coin, this 
desk's top and draw- 
er section can be 
reversed. Made by 
Taylor Chair Co. 
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"do-it-yourself" 
with Cummins plastic binding...it's 


Bound , 


to make an impression! 












Now anyone can easily plastic-bind reports, presentations, 

and sales material right in the office... and get that 
| professionally-bound appearance and utility for added 
sales appeal, maximum readership, and longer life. 
Pages are easy to turn, lie flat, look better, invite use, 
| command attention. Cummins plastic bindings are avail- 
able with popular ring centers and diameters in a choice 
of ten smart colors. For any number of copies—make 
sure they're bound to make an impression... with 
Cummins plastic binding. 





Cummins 


Cummins-Chicago Corporation 
4740 N. Ravenswood Avenue 





Binding made easier and faster. Dual DESK-ELECTRIC PUNCH \ Chicago 40, Illinois 

automatic release plates . convenient Eliminates “bottleneck'’ of hand punch 4 pound \ 

feed tray built-in for plastic bindings ing. Increases speed of entire plastic , ] Send for informative booklet fully 

quick dial setting . . . new, moderately binding process with a fraction of the 4 Cz \ describing Cummins new plastic 

priced for every office budget effort. Performance guaranteed ¢ - “ binding and high speed equipment 
% — 
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Surface Strength of Today’s 
Paper Must Withstand Higher 
Speeds, Larger Solids, Tacky Inks 


Today’s inks are just about one-third more tacky than they were 5 years ago. 
They are made tacky, of course, in order to give good ink coverage. intensity 
and depth of tone on today’s high-speed presses; especially in modern offset. 
With tacky inks, however. a tug of war develops. 
Will the ink stick to the paper or will the paper 
tick to the ink? Unless the paper has adequat 
surface strength. it’s a losing battle. You can 
depend on every paper in the Mead line to accept 
tacky inks with sure mastery. Before reaching 


vou. they are fully tested on printing presses and 


othe reproduc tion machines. In addition they offer a uniform printing surface 


without fuzz or lint. Think of Mead Papers first when you want an up-to-date 
surface reared to today’s inks. Whether it’s bond, offset. duplic itor or mimeo, 


you Can get it all from Mead. 


Pap rmakers 


to America 





THE MEAD 
CORPORATION 


SALES OFFICES 
Mead Papers, Inc., 118 W. First St., 
Dayton 2, Ohio * New York ¢ Chi- 


cago * Boston * Philadelphia « Atlanta 
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Nor are all old wood office furniture 
“antiques” in the strict 
The United Govern- 
uses hundreds of wood desks, 
chairs and files which are more than 50 
old. If Unele ever 
to sell them, they are apt to fetch a dé 
cent price on the secondhand market. 
“Wood office furniture has a high re 
value,’ Mr. Blessinger explained. 
reason is ‘that used office furnish- 


prleees sense ol 


the word. States 
ment still 


years Sam decides 


sale 


The Profile series, 
made by _ Imperial 
Desk Co., shows the 
Scandinavian trend 
which influences 
much of present-day 
office furniture. 
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An office of the Ex- 
change Park Co, in 
Dallas, showing fur- 
niture made by the 
Leopold Co. 


ings are always in demand.” Another 
reason he cited is the fact that 
can be so easily rehabilitated. It’s simpl 
to keep in top condition. In 
visit to the museum will prove, wood’s 
beauty is enhanced by age. Maintenanc« 
cloth and 


wood 


Lact, as a 


costs are negligible. A 
furniture and polish or 
and water are all that is 
to keep a desk, chair, credenza or wood 
file clean. A simple application of fur 


some 


ele aner 
} 


‘ ] 
soap needed 


— 


B. § sited 





Robert A. Spelman, executive director, Wood 
Office Furniture Institute, using the WOFI 
office layout kit. 


niture polish will cover scratches which 
would present a problem on painted 
surfaces. 

Should anything more serious than a 
scratch happen to a wood desktop, it is 
simple and inexpensive to refinish. The 
man will do it mght in your office and 
save you the cost of moving the desk 
to a repair shop. 

However manufacturers in_ recent 
years have developed new wood finishes 
which are infinitely harder and more 
lasting even than those used on antiques. 
They are adapted to the wear and tear 
of the modern office with its heavy ma- 
chine equipment. The industry has also 
found new ways of treating wood to 
make it splinter and “stick” proof. The 
splinter treatment saves the secretary’s 
nylon stockings. Shrinkage treatment 
prevents drawers from jamming. 

For all its sturdiness, wood furniture 
is about half the weight of equivalent 
metal pieces and therefore more flexible. 
You don’t need to hire outside help if 
there’s a need to re-arrange the furni- 
ture in your office. If an expansion is 
involved, it is easy to get matching 
pieces in wood -whereas the fashion col- 
ors of metal lines change constantly 
and are sometimes hard to match. 

“Have you ever held a flaming wood 
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stick?” Mr. Blessinger asked, still enum- 
erating wood’s many advantages. “Of 
course you have, and you kept it in your 
hand until the flames just about touched 
your fingers. Well, try it with a glowing 
metal rod. IT’ll bet you throw it away 
pretty fast.” 

His point was that wood is a poor 
conductor of heat—a fact which can be 
important in the event of an office fire. 
In a 30-minute fire, WOFI’s president 
pointed out, where the piece itself is not 
consumed, the contents of wood furni- 
ture—such as papers in drawers—will 
survive. In metal furniture the heat will 
often cremate the papers even though 
the furniture itself is only superficially 
damaged. 

This heat-conducting quality is often 
important in air-conditioned offices, as 
many a secretary has found out. It’s 
unpleasant, the girls say, to have their 
legs accidentally touch a cold metal 
pedestal. Nor do they relish the little 
electric shocks metal furniture is apt to 
give off, particularly in carpeted offices. 
Wood is always warm and pleasant to 


| 


bi 


The Wood Office Furniture Institute aims to 
educate both dealers and consumers to think 
in terms of modernizing the entire office 
rather than replacing desks and chairs. For 
this purpose WOFI has developed a series of 
sales tools such as this magnetic planning 
board on which dealer and customer can 
work out new office layouts. 
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Here's how to Atvide 
on Facit CA 1-13 


Set up the number 52326 in the same order as you All four rules 

read the figures, that is, 5, 2, 3, 2 and then 6. Depress of arithmatic are 
. ust as eas 

first the key and then the | 400 | key. Set up the j — 


To do figures on Facit — 
: the world’s smallest, fully 
eS key and the machine will perform the divi- automatic calculator — is 
: almost as easy as reading 


number 57 and then depress the key. Depress the 


sion automatically. After barely three seconds the 
/ , them. All you do is set up 


multiplier register shows the quotient: the figures in che order in 





which they appear. The uses 


(0 9180000 o| of the few controls are fixed 


and crystal-clear. 


2 ACI : MHIOSI YDOI ted Cal ulator 


FACIT INC. 404 Fourth Ave., New York 16, N.Y. * 235 Montgomery Street, San Francisco 4. 








ATVIDABERGS «- SWEDEN 
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Safeguard Confidential 
Papers from Pryi 


Na, 
UNREADABLE 
SHREDS COME OUT 


We, im HERE 
paw?" 10 


Portable office paper shredding machine 
quickly, easily, and effectively destroys 
confidential papers and obsolete records 
in your own office. Quiet, compact. Safe 
and easy to operate! New low price! 


FREE 10-DAY TRIAL. 
Write for free illustrated descriptive folder 
with details of 10-day trial. 


Ask for brochure #14 


The SAREDMASTER @.,/. 


9 East 40th Street, New York 16, N. Y. 
Manufacturers of the most complete line of 
Office and Industrial Shredding Machines! 
A Division of Self Winding Clock Co., Inc. 





NEW SHREDMASTER 
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the touch and does not conduct elec 
tricity. 

Wood absorbs sound. Reducing office 
noise 1s important to increasing office 
efficiency. The Aetna Life Insurance 
Co. found that acoustic treatment of 
several of its large offices increased the 
efficiency of typists, clerical ‘ workers 
and machine operators by as much as 
8.8%. Typist errors decreased 29%. Ma 
chine operator errors dropped 52%. In 
addition to acoustic ceilings, automatic 
door closers, carpeting and the proper 
flooring or floor covering, the furniture 
can be an important factor in combating 
noise. “Here, again,” WOFI people say, 
“wood does the job far better.” 

W OF, its manufacturer members and 
their dealers are striving to let ex- 
ecutives, purchasing agents, professional 
men and office employees know of the 
many advantages of wood. But with the 
exception of new finishes the other in- 
novations in the treatment of wood, 
these are nothing really new. What is 
new and accounts for the renaissance 
of the wood office furniture industry is 
the sweep of revolutionary new designs 
offered today. 

In this area, contemporary design as 
an art rather than a mechanistic engi- 
neering function has asserted itself to 
benefit the men and women who spend 
far more time in offices than they do in 
their living rooms. Here, too, the 
greater flexibility of the material is pro 
ducing new solutions. You can shape 
a slab of rich walnut, mahogany, cherry, 
oak or rare rosewood to any desired 
form. There are no limitations to the 
designer’s ingenuity or the ecraftsman’s 
skill. No dies and stamping tools are 
required. And the surface beauty of 
wood is more than skin-deep. It is solid 
in every sense of the word. 

This has resulted in new forms and 
shapes of desks and chairs that are 
not just esthetically pleasing. Nearly 
every one of the new designs is itself 
adapted and adaptable to a multitude 
of individual work habits and space re- 
quirements. The secretary’s desk, for in- 
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THOMAS COLLATING 
COST CALCULATOR 


Now schedule collating jobs and operating 
personnel with the highest possible efficiency! 
Here’s an easy, fast and accu- 


rate method to take the guess 
work out of any collating as- 
signment. Now, for the first 
time, you can tell in a jiffy just 
how long it will take, how 
much it will cost, and what is 
the quickest and least expen- 
sive way to do the job. 


Whether you do a lot of col- 
lating or just a little. . 

whether you collate by hand 
or with a Thomas Collator, 
this new cost calculator is 
sure to be a real help! Fill out 
the coupon below and mail 
today for your free calcula- 
tor. No obligation, of course! 


TT CLIP OUT AND MAIL NOW! -~~-~ 


) 
Collihewe c, 


' 
i 
' 
! 
1 
] 
' 
| 
' 
More In Use Than All : 
Other Makes Combined : 
165 SALES & SERVICE OFFICES ; 
COAST-TO-COAST : 
AND CANADA : 

© T. C, 1956 : 

‘ 


NAME 


Thomas Collators Inc., Dept. B, 
50 Church St., N.Y.C. 7, 


N. Y. ae 
Please RUSH me: ; ~ 
[J] FREE Thomas Collating Cost Calculator 
[-] FREE Brochure on new Thomas Collators. 





COMPANY 
ADDRESS 


CITY. 
‘ 


(PLEASE PRINT) 
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These "before" and "after'’ pictures both represent 1956 offices, according to the survey of a 

thousand offices by dealer members of Executive Furniture Guild who found many offices like 

the one at left although the occupants wore modern dress. The desk at right is from Stow & 
Davis Predictor Group. 


stance, may have an adjustable-height 
typewriter platform. The boss can do 
his paperwork and hold his conferences 
on the same, sweeping, free-form desk 


with generous conference-overhang top. 
Either can be moved about to fit chang- 
ing space requirements without loss of 
either appearance or working efficiency. 

One manufacturer, to give an ex- 
ample, has come out with a desk which 
ean be completely dismantled down to 


the legs with a 50-cent piece. Simply 
loosen four brass fittings on the free- 
form top and flip it over. It is finished 
on both sides. This way you can fit tha 
elegantly curved desktop into any cor- 
ner of the room without waste of space 
What’s more, the desk pedestals with 
their drawers are on casters and lock 
beneath the top. Wheel them out and 
you have a conference table. Or, if they 
store confidential material, roll the en- 
tire unit into the safe overnight. One 
executive is reported to wheel his file 
drawer unit into the conference room 
with him every time he attends a meet- 
ing. He feels safer with all his docu- 
ments by his side. 

For both the executive and the typist, 
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matching posture swivel chairs now have 
multiple controls that adjust not only 
the degree of back tilt and seat height, 
but the shallowness and depth of the 
seat itself. Some of these chairs have 
interchangeable backs for all-season 
comfort. For the summer attach the 
Seandinavian style wood backrest with 
holes for ventilated coolness. In the 
winter use the leather upholstered back- 
piece for warmth and protection. 

The full measure of the new wood 
office furniture’s flexibility, ingenuity, 
and beauty, however, lies with what the 
designers call “modular” groupings. 
Credenzas, telephone cabinets, storage 
units for every purpose, end and lamp 
tables are designed to go with the basic 
desk to form a complete — multi - unit 
furniture grouping. Arranged to suit 
your own purpose, work habits and 
space, these modular groupings put all 
your tools—writing and communication 
equipment as well as references and sup- 
plies—at your fingertips with but a turn 
of your swivel chair. 

Such a desk system may consist of 
three separate but matching units placed 
in the shape of a “U.” In front is the 
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Copytiex Does the Work of “Copy Cats” Faster, 


Without Errors, and at Far Less Cost! 


Look in almost any department of your company, and you'll 
find clerical employees who are forced by paperwork to become 
. “copy cats”—and your company is wasting hundreds to thousands of 
dollars each month because of it. Again and again, 
they copy original information from one form to another by hand 
Their manual copying is slow, prone to errors, and costly 
Modern Copyflex does the work of “copy cats”—faster, without errors, 
and at far less cost. Basic information is written only once—copies 
or other forms utilizing repetitive information are mechanically 
reproduced from the original. Letter-size copies are produced at less 
than a penny each for materials. Copyflex one-writing systems 
speed and simplify purchasing, production, shipping, invoicing, 
4 ae — accounting, and a host of other operations. They free personnel for 
Desk top Model 100 Copyflex copies originals 11 other important work, give you tighter control of operation, 
inches wide by any length. Mokes up to 300 copies save thousands of dollars. 
pA png Agate = bth Copyflex machines are quiet, clean, odorless. They require only an 
up 90 46 inches wide. electrical connection, can be operated by anyone. Mail coupon today. 


(B R UY N / N G ) Ses teterele Aen Cantoge Sie nets 


Please send me information on the Copyflex process and 


machines, 
Copies anything typed, written, 4 
printed, er drawn on ordinary (4)'¢ ne. Tithe _________. 
translucent poper—in seconds. “ 














Specialists in Copying since 1897 Address 








_ State 
CHARLES BRUNING COMPANY, INC, 4700 MONTROSE AVENUE, CHICAGO 41, ILL. an ‘ 
dn Cenede: Cheries Bruning Company (Canade) Ltd., 105 Church St., Toronto 1, Ontario OS RE ee TE Ee 
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On a 


Like magic, your operator's fingers 


will race across the keyboard of the 
new Johnston with sensational 
speed and ease 

Watch her sparkle when she feels 
the trigger-quick snapback action 
of every key...the unprecedented 
feather-light touch on all the keys 
both feature and numeric 

See try the JOHNSTON Add 
ing Machine soon. Call your office 


machine dealer for a demonstration 


For More Information Circle No. 205 


ohnston 
ADDING MACHINE COMPANY 


13343 Sherman Way. No. Hollywood. Calif 
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conterence top—a sleck, sweeping slab 
ot wood, uncluttered and with all needed 
leg space for several conferees. Fitted 
to the conference unit at right angles 

perhaps set against the wall—is the com 
munications center, a long unit contain 
ing telephone, dictating equipment, 
intercom and, if need be, a_ pull-out 
typewriter section. To the rear, parallel 
to the conference top, is a work unit—a 


credenza which supplies a work surface 
and storage space. as 


Similar arrangements—U-shaped, L 
shaped, Z-shaped, or with just two 
parallel lines—can be made for every 
type of office work or worker. Each ean ba 8 
be changed in a matter of minutes to mM | (| n | me 
fit a new layout or new need. The visual a8 
effect each time is that of an expensive 
custom-built job. Yet it is composed ot 
stock pieces at stock prices. One pro : 
ducer, for instance, boasts of more than | 
30° interchangeable units in one line always! 
alone—enough, one should think, to ae 
commodate most every whim. 

Important as it is, efficieney alone is 
not really fully efficient. Man, for- 
tunately, is not a machine. We all re 
quire satisfaction of certain basic hu 
man needs to do and be our best. Psy- 
chologists have long recognized this and 
so have the designers of contemporary 
office furniture. Luther C. Draper, who 
designed some of the new units for sev- 
eral manufacturers, put it this way: 
“Contemporary office furniture must 
help relieve monotonous routine in the 
general office and create an inviting 

@eeeeeee eee eevee eeeeeeeeeee ee eeeee 


homelike atmosphere rather than one of Wer Mate tefermntion Clecie Me. 200 


austere efficiency.” 5 
: am COTTERMAN TUBULAR 
Such an atmosphere can, of course, be CT \ WELDED STEEL 


PAGE 20 


eeeeeeeeeoeeoeeeee 


achieved in part by the use of drapes, SAFETY LADDERS 
carpets and other elements of decora- 
tion. But the basis of any interior fur- 
nishing is the furniture itself; the rest 
are accessories. That is why Mr. Draper, 
like most of his colleagues, is a firm be- 
liever in the use of wood. Said Frank 
C. Burton, formerly interior decorator 
for Marshall Field & Company’s con- 
tract department and now a freelance 
furniture designer: “No other material 
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For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 

Easy to Climb. 


Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
in 13 heights — 4 
Send for Circular 

6-0 and prices. 
D. COTTERMAN, Mfr. 


4535 N. Ravenswood Ave. 
Chicago 40, III. 
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Shh! The new Royal Electric 
speaks softly 


LISTEN CAREFULLY! Here’s exciting news for every 
boss who’s tired of typewriter noises. (And every 
girl who has to do the typing. 

Royal has cut down the noise of electric typing. 
The new Royal Electric is lined with an amazing 
new soundproof material... actually reduces 
irritating typewriter noises. This means a quieter 
office—an office where both you and your typist 
will work better. 

What’s more, typing’s 13 times easier on the 
quiet Royal Electric than a non-electric type- 
writer. And because it’s so much easier, each 
typist does more work... better-looking work... 
in far less time. You save money. 

How much? Phone your Royal Representative. 
Together, you can analyze your set-up, taking into 
account salaries, days worked per year, hours 
typed per day and production rates. You'll be 
quietly surprised at how much the new Royal 
Electrics can save you. 


ROY, L electric 


standard « portable « Roytype® business supplies 


Royal Typewriter Company, Division of Royal McBee Corporation 


For More Information Circle No. 200 
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Our 57th year 


Artisans of 
Fine Papers 


Sust what we're Cooking for . i 


paper that gives clear, sharp impressions and is easy to 
handle on our machines. 
One of the Wausau Impression Papers is sure to give you the 
impressions YOU are looking for. 
Wausau Impression Papers are made for the three major duplicat- 
ing processes: offset, stencil duplicating, spirit or gelatin process. 


The complete Wausau Impression Paper line is available nation- 
ally through authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. wi 


General Sales Offices on 


111 W. Washington Street, Chicago 2, Illinois (cde) 


ASSOGATION ~~, 
MILLS at BROKAW, WISCONSIN—Member—Wisconsin Paper Group 


For More Information Circle No. 171 
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can match the spirit of wood; it gives 
elegance, charm ‘and refinement to the 
modern office and complements the erisp- 
ness and efficiency of modern business 
with a feeling of warmth, friendship and 
informality.” 

What appears as an evident truth to 
the designer and psychologist does not 
seem to have been fully accepted by of- 
fice management. You will hardly find 
a top executive in the country whose 
own private office is furnished in any- 
thing but wood. Yet the same executives 
who are wood-consecious enough to panel 
all four walls of their inner sanctums 
in wood, seem well satisfied with metal 
furniture for the rest of the office. 

WOFT affirms this is because there is 
still a general misapprehension regard- 
ing the cost of wood vs. metal furniture 
and that this motion is just that—a mis 
apprehension. Spot checks with deal- 
ers in several key cities during the past 
weeks reveal that, taking standard trade 
discounts into aecount, comparable items 
ot wood office furniture cost about the 
same as that of other materials. 

With a bit more thought, says WOFI, 
the “double standard” in the American 
office need not be perpetuated. No one 
will claim that this double standard is 
a grave national problem. There are 
certainly many office employees to whom 
the kind of furniture they work with is 
far less important than the kind they 
live with—as long as other working con- 
ditions are satisfactory. Yet, this busi- 
ness of furnishing the general office can- 
not be scoffed at lightly. It is part and 
pareel of management’s communications 
problem with its employees. 

Armies of industrial psychologists 
have labored for years. Reams of ques- 
tionnaires have been filled out. Legions 
of management committees have spent 
endless hours in skull-busting sessions. 
Seores of top executives have suffered 
sleepless nights. This much they have 
all learned to accept as a result: Office 
efficiency is just as much a problem of 
good employee relations as it is one of 
organization. Good employee relations 
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Ginsttes Racks 
for the ORGANIZED OFFICE 


An office can be only as efficient, and a waiting 
room only as neat, as its furnishings permit. Noth- 
ing detracts so much as coats and hats dropped on 
chairs or hung on old-fashioned hall-trees. A line 
to Gingher will bring a quick sclution to your 
wraps problem. 


30-SECOND ASSEMBLY 
NO NUTS, BOLTS OR SCREWS 


insert upright post into base and slide the top 
over post. No wobble or wiggle, but sturdy and up- 
right. Units can be locked together instantly side 
by side and/or back to back or changed to any 
desired arrangement. 


GINGHER VALET 
MODEL V-6-U 
Height ..... 76” 
Width (Base) 30” 
Depth (Base) 16” 
Holds 6 coats, 
hats, umbrellas 











GINGHER VALET 


MODEL V-12-S 
Molen ..56.... 76" 
Width (Base) 48" 
Depth (Base) 16" 
Holds 12 coats, 
hats, overshoes 


GINGHER WALL RACK 


fo Mounts easily on any wall 

/ . Made in two sizes, to hold 
: ~ either 6 or 12 coats and hats 

Many other designs and capacities available, 
including portable, folding racks, double-face 
racks, and complete 

checkroom equipment 


Space Master 
VALETS 


Send For Literature 


Dept. 0-106 
314-328 DEPOT STREET, SCRANTON 9, PA. 
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9 - Stetion-mMode! 90 


(Availeble 6 and 12 station) 


24,000 SHEETS PER HOUR - COLLATED! - JOGGED! 


COUNTED! - STAPLED! - STACKED! 





AUTOMATIC — Sheets are collated, jog- 
ged, counted, stapled and stacked auto- 
matically. 

PRODUCTIVE — 25,920 
(12 bin model.) 


sheets per hr. 


SIMPLE TO OPERATE — Absolutely true. 
No critical adjustments. 
matter of seconds. 


INEXPENSIVE — Thousands of dollars 
less than other automatic collators. 


Set-up time a 


Manufacturers also of Electric Collators 
for every collating requirement. 


THE GOLDEN AUTOMATIC 


Please forward descriptive literature 


Please advise where | may see the 
new GOLDEN AUTOMATIC in oper- 
ation. 


Name 
Firm 
Street . 
Rae State 

For More Information Circle No. 254 
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COLLAMATIC 


AUTOMATICALLY!! 


10 TIMES FASTER THAN HAND 
COLLATING 


4 TIMES FASTER THAN MECHANICAL 
OR ELECTRICAL COLLATORS 


For years, the collating industry has 
been aware of the tremendous pent-up 
demand for a collator with the follow- 
ing 4 requirements: 

AUTOMATIC ... PRODUCTIVE... 
SIMPLE TO OPERATE . . . INEXPENSIVE 


To date, this demand has gone unsat- 
isfied. Collating equipment available has 
been either too expensive, too temper- 
mental, too limited, or too complicated 
to operate. 


At last, COLLAMATIC is proud to an- 
nounce that all these ‘never-before-com- 
bined’ features are available in one col- 
lator - THE ALL NEW - FEATURE-LOADED 

GOLDEN AUTOMATIC! 
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@1956 COLLAMATIC CORPORATION 
106-12 State Highway 23, Wayne, N. J. 















is largely a problem of communication— 
downward from management to em- 
ployee, and upward from employee to 
management. The effort to communicate 
sincerely and well is often Herculean. 
Human 
ably improved by better systems and 
new ways to inspire participation and 
loyalty. Yet something still seems to be 
missing in many offices. 

William H. Whyte Jr., assistant man- 
aging editor of Fortune, put it this way: 
“A man’s particular job, of course, is 
the single greatest element in fixing him 
in the structure (of the office). But this 
is only one of many influences; he can 
be affected also by office layout, by ne- 
potism, by car pools, by commuting 
companions, by lunch groups, by seni- 
ority, and by other factors of which he 
himself is only dimly aware.” In his 
book Is Anybody Listening? Whyte 
goes on to say: “It is not in ‘the symbol 
of status nor in codes of allegiances 
then, that the trouble lies. It is in over- 
looking the tremendous effect they have 
on communication. And while it may be 
a case, as the semanticists like to argue, 
of confusing the symbol with the reality, 
the distress it causes is nonetheless real 
. .. Recently, for example, a large mid- 
western corporation almost lost one of 
its most valuable V.P.’s. In a shift of 
offices, inadvertently he was given a 
metal desk instead of the mahogany va- 
riety common to his bracket. Why? He 
pondered and fretted, and began read- 
ing hurts, omens, and hidden meanings 
in every casual conversation. Eventually 
the matter came out into the open, for 
the V:P. could go on no longer; he was 
on the brink of a complete nervous 
breakdown. Silly? Ask the man who’s 
had one.” 

To quote once more from the above 
mentioned study by George Washington 
University’s Dr. James Mosel: “Most of 
us want reassurance,” the psychologist 
says, “and in business especially, there 
is a need to surround ourselves with 
symbols and evidence of success ‘ 
Executives, for instance, almost invari- 
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relations have been immeasur- | 












MANUFACTURERS OF DURALUMINUM 


HOLDERS 


MANY 
STYLES 


FOR 
HANDWRITTEN 
SNAPOUT 




























MFG. CO., INC. 


P. O. BOX 243 
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“I do laborless filing, in‘ 
half the time-with y 
CORRES-FILE ® 


.--1 love it!” 










CORRES-FILE increases efficiency — saves 
time (50%) and money—improves employee 
morale, by taking the file clerk out of the 


laboring class! Saves PATENTED 
TIME, LABOR and 
up to 40% in SPACE! 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC: 





Westport, Conn. 


Please send free booklet on CORRES-FILE : 
' WN. S214 Sidbaneiv ens <r tagncknadenedoubed deen 
' 1 
- NS 55 oes Rs oe aed Oe eos ba ch eddhacccadas ; 
; PBGIOB: oo i006 cccewkverreces vesincecsoreeccees : 
; HEP can uaaccce catdsncececiveewace Stale: ins os ; 











SORT FASTER... COUNT FASTER... 











4c 
[ -~> 









FILE FASTER... POST FASTER... 


CUT PON costs 


SORTKWIK 
The INVISIELE fingertip magic 








om 
ee ED we 
aoa, 





eee 
ane \ eeepc’ = aa 





NO MORE IRRITATING, CLUMSY 
RUBBER FINGERS OR UNSANITARY, MESSY SPONGES 


WHEN YOU USE SORTKWIK 





So easy to use—just apply to fingertips 
to create greaseless, stainless, tacky film 
Fingers pick up papers easily, quickly 
One application is long lasting. Washes 
off easily. Non-irritating. 

Time-tested by banks, insurance com- 
panies and business firms throughout 
the country to speed up their paper work 

At your stationer or send $1.00 for two 
regular size containers to try out. 


LEE PRODUCTS CO. 


Dept. O-12 
2736 LYNDALE AVE. SO., MINNEAPOLIS 8 MINN 
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reinforces 
supports 


ably choose a wood desk; it 


their feelings of success and 


their feelings about themselves. These 
satisfactions become even more impor 
tant with lower-level employees whose 


jobs frequently fail to give their ego 
feeling a boost, and who, therefore, need 
an additional 
ment.” 


source of ego enhance 

Mr. Blessinger is quite confident that 
the double standard in office furnish- 
ines will a thing of the past. 
“It has disappeared in so many other 
The growing awareness of the 
phychological implications are, of 
factor. But I believe the 
growing desire for a general face lift- 
ing of the American office is even more 
important.” 

WOFT’s great opportunity and chal 
lenge lie in the snowballing movement 
toward office modernization. A new so 
cial pressure is making itself felt. Mor 
and more businessmen are becoming 
aware of the fact that the office is the 
publie relations “face” of business a 
face as important as that of the business 
man himself or the cloth he wears. Add to 
this the drastic changes in style which 
have taken place in recent years. Our 
architecture has changed. Our interiors 
have changed. The contrast in appear- 
ance and “feel” of the interior of most 
dingy, old offices to that of the bright, 
new two-tone hardtop convertibles has 
simply become too sharp. Businessmen 
are no longer willing to endure the shock 
after driving to work in the morning. 

Someone who pondered over govern- 
mental and business 
up with a startling statistic: If every 
American businessman with obsolescent 
office furnishings discarded them over- 
night, every manufacturer in the nation 
would have to work three shifts a day 
for ten years just to make up the deficit. 

The wood office furniture manufactur- 
ers, through their new organization, are 
ready to accelerate this trend towards 
office modernization. Before them lies 
a vast new market, its potential stretch- 
ing beyond the horizon. WOFT is giv 


soon be 


areas. 


eourse, one 


studies has eome 
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TYPEWRITTEN COPIES THAT 


ance 


Many hundreds of our leading businesses and industrial 
concerns have learned to do it the “HURON COPYSETTE” 
way. Production is actually increased, precious time is 

saved for so many other office routines and morale is raised 
considerably. All this and cleaner, fresher copies . 

more uniform legibility . . . with HURON COPYSETTE.« a SZ 
HURON COPYSETTE as a single unit, eliminates separately 
counting carbons and second sheets . . . eliminates 

aligning them too. What a tremendous time-saver. . you 
can produce many more copies and do it so much 

better ... easier . . . and economically. 

So, do as so many others are doing . . . try HURON 
COPYSETTE and prove to your own satisfaction how it saves 
time, money and energy. It is available in White and six 
Colors, too. 


STATIONERS . . . we invite your inquiries. 
Send for samples, descriptive literature and 
price list. 


TRY 17 THE “HURON COPYSETTE” WAY 


PORT HURON SULPHITE & PAPER CO. 
Port Heron, Michigan 


Please send to me without obligation free samples of 


ee ety Hu¥oG; Pon 
————— Opp 


ied LL OUT Styl 


Py cow PORT HURON SULPHITE & PAPER CO., port Huron, mich, 
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ing a great deal of thought to its attack 
on this terra incognita or, unknown ter- 
ritory. 

The wood office furniture industry’s 
new sales strategy no longer consists 
only of the bow-and-arrow approach of 
selling individual pieces of furniture. It 
would have the businessman or purchas- 
ing agent buy a whole new office as a 
package. Much time and effort has been 
spent by WOFT to train dealers in of- 
fice layout techniques and more than a 
smattering of interior design. Many 
dealers have hired or retain professional 
interior decorators. 

Thus you are apt to find your office 
furniture dealer fretting over flow 


charts of office organization, pondering. 


layout, and immersed in the study of 
color combinations before he comes up 
with his sales pitch. He will take care 
of the entire office decor, suggest, or 
even contract for a new acoustic ceiling, 
new illumination, wall colors, flooring, 
a layout to speed the work flow, and of 
course, the right furniture for every job. 

Practicing what they preach, up-to- 
date office furniture dealers are moder- 
nizing their stores. They have estab- 
lished impressive new showrooms to 
demonstrate the “new look” in the office. 
Backing these efforts of the dealer in- 
fantry shortly will be WOFI’s new ar- 
tillery arsenal of sales tools: and promo- 
tion material. 

In addition, WOFI is engaged in a 
comprehensive technology and_ stand- 
ardization program to aid the industry. 
Under the technology program, end-use 
research is aimed at developing a fund 
of solid technological information in re- 
spect to such qualities as durability, 
acoustics, and heat transmission of wood 
furniture. WOFI’s standardization pro- 
gram aims at developing the most prac- 
tical uniform dimensions of drawers and 
other furniture components to facilitate 
ereater interchange of use. 

Dr. Robinson Newcomb, WOFT’s mar- 
ket analyst, issues periodic reports to 
manufacturers to keep them posted on 
market trends to guide the direction of 
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and new 


compre 


de sign 
The 


hensive survey of office 


new office furniture 


goals of promotio! first 


furniture sales, 
both wood and metal, under the 
of the U.S. 

is under way. 


To the WOFI 


sales inerease ot 


ausp1ces 
Le partment ol Commerce, 


people, the 34.7: 
wood de sks and 4 We 


the first 
conrpare d to 


boost in wood hairs in 
months of 
period last year, are merely 


revival of 


same 
indication of things to 
just at the 


our industry 


come, are 
beginning of the 
because we are just begin 
do in terms 
our 
products, and new merchandising,” said 

iS definitely 


Mr. Blessinger. “The 
friendly 


ning to realize what we can 
ot new design, oreater elhelency ot 
trend 
toward office modernization with 
wood.” 
OW are 


ant surroundings 


realizing that friendly, pleas 
and efficient equipment 
are vital to employee morale,” one offic 
moder 
switched to 
turniture, 


an ever before.” 


manager said. “That’s 


why we 
our olhee. since we 


new, homelike 


nized 
oul 
everyone works better tl] 

He 


Iti a Smal 2 


wood otnee 


the Story ot a secretary 
stern city, who 
quitting her job re 
She liked it all right. But 
was so tired at night she didn’t think 
the pay was worth a depressed 
life. While she was on 
had the office 


newly furnished. 


related 

nee in an e 
was thinking of 
cently. she 
extra 
vacation, 
redecorated and 


She now has a sleek, 


home 
her Doss 
across which she 
right to it 
matching credenza 
with a platform for her typewriter and 
plenty of room for all her paper and 
some of the files. The rich, warm color 
of the walnut is dramatized by the blue 
and gold drapes to the back of it. 


free-form walnut desk 
visitors. At 


wall is a 


recelves angles 


along the 


, 


“Why this is nice enough to live in,’ 
she exclaimed in surprise when she first 
her new environment. 
Needless to say, she stayed on. “You 
know, I figured the other day, I spend 
about 2,000 hours a year in this office,” 
said. “But I don’t mind it at all. 
In fact, I love my job now.” 


saw working 


she 
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DAVIDSON 
DUAL-LITH will do 


more for you 
Handsomely streamlined in Davidsen grey, Model 251 has 


many “extras,” including micrometer plate adjustment which makes exact image positioning simple. 
Throughout, it reflects the craftsmanship and sturdiness of DAVIDSON DUAL-LITH, assuring years of 
trouble-free operation and low maintenance. In appearance and versatility, it fits ideally into office 
offset applications. Because the Davidson 2-cylinder principle makes segments quickly interchange- 
able, you can Davengrave distinctive stationery or get truer color and easier, longer runs with dry 
offset as well as the finest quality conventional offset reproductions, in line, halftone or color. And it’s 
quiet in operation! @ Model 251 produces up to 6,000 impressions per hour on sheets from 3” x 5” 
to 10” x 14”. Prints on any stock from light manifold to cardboard and envelopes. Automatic suction 
pile feeder holds 21” stack of 5,000 sheets of 20-lb. or equivalent stock. And you can also print two 
sides at once, letterpress, imprint, number and perforate on the same machine. 


DAVIDSON CORPORATION 
A Subsidiary of Mergenthaler Linotype Company 
@ 29 RYERSON STREET, BROOKLYN 5, NEW YORK DAVIDSON CORPORATION 

Distributors in all principal cities 29 Ryerson Street, Brooklyn 5, New York 

© Send literature on DAVIDSON DUAL-LITH Model 251. 
i (0 Arrange a demonstration in my locality. 
Davidson C0 Send literature on Davidson Presensitized Plates. 
presensitized plates oS SE EE Se. eee eee 
are tailored to your needs 

for quality results Address 
City 











Text set in Linotypo © Headings in ProType 


For More Information Circle No. 348 


THe Orrice—December, 1956 



































Be 


An 


NOW—More Time for Management to Manage 


Every day “paper work” mounts. Never before in the 
history of business has the handling of detail been so 
important—taken so much of management’s time. 

But there’s a way to cut through this maze and find 
more time for the really productive work. It’s a simpli- 
fied plan by Shaw-Walker. Finding is up to four times 
faster. Operating costs for help are reduced. But most 
important, there’s less to hamper and delay decisions; 
management has more time to manage. 

Since 1899 Shaw-Walker has been helping business 
by simplifying office work—to speed record keeping. Oelit-eccunéd Gadne te ened 

Shaw-Walker makes everything for the office—except ~~ a of the eight 

aie ae oe ae Te ~ 1: ih ae aw-Walker ‘‘time-engineered”’ 
machines—« hairs, desks, Fire Files, filing cabinets, ie coutaaen, Gen tenaras Gt ane 
looseleaf—each “time-engineered” to help make the kind, for one drawer or 1,000. 
most of every minute, every working day. 











“Built Like a 
Skyscraper” The booklet, Time and Office Work, 


is packed with ideas for 

HAW ALKE stretching office time. A wealth 

of information on “time-engi- 

neered” office systems and 

MUSKEGON 7 MICHIGAN equipment. 36 pages! Many 
' color illustrations! Write to- 

Branches and Dealers in All Principal Cities day, on business letterhead to: 


Shaw-Walker, 
Largest Exclusive Makers of Office Furniture Muskegon 7, Michigan 
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ROUNDUP of day-to-day employee 


problems and how they were 
handled by management. Each in- 


Right or Wrong 


IN EMPLOYEE RELATIONS 


cident is taken from a true-life grievance 
which 
some principals have been changed. 


went to arbitration. Names of 


If a Worker is Promoted to Supervisor and Later 
Fired, Is He Entitled to His Original Job? 


What Happened: 


Jack Shaw was very competent 
When an opening occurred, he was pro- 
moted to supervisor. He did a fair job 
in this capacity, although he was known 
to be somewhat hot-tempered. One day 
he got into an argument with an em- 
ployee in the company cafeteria, and 
Shaw, tense with anger, lifted his fist 
in a threatening gesture. He did not hit 
the other man, but he did use “very ob- 
scene and threatening language.” This 
happened in the presence of many em- 
ployees, some of them women. As a re- 
sult of this incident, Shaw was dis- 
charged for “conduct unbecoming a su- 
pervisor.” Shortly after his discharge 
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Shaw requested reinstatement to his pre- 
viously held job as a shipping clerk. 
He based his demand on the company 
policy which held that any employee 
who is promoted to a supervisory job 
automatically received an indefinite leave 
of absence. This meant that the man 
accumulated his seniority and could re- 
turn to his old job after the leave of 
absence terminated. 

His discharge as a supervisor, Shaw 
maintained, ended his automatic 
of absence, so he was now ready to re- 
turn to his former job. The company 
answered in a shocked negative: “When 
we fired Shaw, his employment relations 
with the company ended, and therefore 


leave 





he cannot exercise any of his previous 
rights to a former job.” 


Was the Company: 
RIGHT [ WRONG 


WHAT ARBITRATOR CHARLES W. 
ANROD RULED: “Shaw was not de- 
moted, but discharged. The funda- 
mental difference between a “demotion” 
and a “discharge” is too well estab- 
lished in labor law to require any elab- 
orate discussion. Suffice it to say that 


Shaw’s employment relations with the 
definitely and_ finally 
terminated when he was discharged 
from the position of supervisor. This 
would not have been the case if he had 
been demoted. Furthermore, from the 
very nature of seniority, it is evident 
that when the employment relations of 
an employee are definitely terminated 
beause of a discharge or resignation, all 


company were 


seniority rights of the employee are 


also terminated.” 


Can You Discharge a Union Official for 
Using Abusive Language to a Supervisor? 


What Happened: 


Helen Simmons union 
ard, and it was her job to handle griev- 
ances tor the employees. One morning, 
William Vickers, the office manager, said 
to Helen: “I have an answer to a griev- 
ance you filed yesterday. Here it is.” 

Helen took the slip of paper and went 
hack to her desk to read it. A tew muin- 
utes later, her face flushed with anger, 
she dashed up to Vickers and started to 
argue about his answer to the grievance. 
Tempers flared, but it was Helen who 
let loose with a string of violent abuse 
and threats which ended the discussion. 
This all front of other 
employes S. 


was the stew- 


took place In 


Hlelen 


came to 


The next day 
fired. When the 
tion, Helen admitted getting angry 


Simmons Was 


ISSAC arbitra 
and 
using indelicate language. But, she said, 
line. “Union stew 
ards are not expected to talk like ladies 
at a pink tea.” -—Maybe a warning was 
justified if overdone it, but 
surely discharge 


maintained. 


this was not out of 


she had 


WAS too severe, she 


Was Helen: 
RIGHT | WRONG 
WHAT ARBITRATOR JOSEPH M. 
KLAMON RULED: “The union asserts 


that the language used was merely 
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Any office can use more 
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All_ your records fit into less 
than half the floor space, with 
Estey Open Shelf Filing! 




















Greater accessibility means faster finding and 
filing, with work time saved! And . . . to im- 
pressive savings in space and time is added 
the tremendous saving in cost! For the same 
filing capacity, Estey Open Shelf Filing costs 
only a fraction of the old-fashioned file 
cabinets. 


-—-; STE Y THE ESTEY SPACEMAN 
Memo: Write Dept. O 
cS 6o& RF FP OR Aw TF for the story of 


Open Shelf Filing 
350 Broadway, New York 13, N. Y. by Estey! 
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‘shop talk’ and that the entire incident 
was too minor to justify discharge. The 
arbitrator does not agree. Though 
phrases used may frequently be used in 
jest, banter or even casual argument, 
they were of the sort which no self- 
respecting man would be expected to 
tolerate when applied to him in anger. 
In the instant case, the words were used 
in a way which was abusive, insulting 
and threatening. They were directed 


at the office manager in the presence of 
other employees. Management has a 
right to protect the prestige and author- 
ity of its supervision, and to uphold 
discipline and order. Such a right would 
be meaningless if it should be re- 
quired to overlook the extreme and 
uncalled-for verbal attack on the super- 
visor which occurred in this case. The 
discharge of the grievant is upheld and 
the grievance is denied.” 


Can You Require an Applicant for Promotion 
To Take a Written Examination? 


What Happened: 


This was the company policy on pro- 
motions: “All vacancies shall be filled: 
first, by the senior employee in the de- 
partment, and second, it is understood 
that an employee must have the ability 
and physical fitness to perform the job.” 
When a new job opened up, the com 
pany posted it on the bulletin board. 
But one of the requirements was a writ- 
ten examination. John Sommers, a 
senior worker, refused to take the exam 
and was disqualified. Joe Evans, who 


had less seniority, took the exam and 


got the 


“ 


job. Sommers protested: 
You can’t do that because the policy 
on promotions doesn’t say anything 
about written exams.” But management 
countered, “Oh, yes we can. This is one 


1 Au btik 


way for us to find out who has the abil- 
ity. As a management prerogative we 
can set up a written exam 
the requirements.” 


as one of 


Was the Company: 
RIGHT (1 WRONG [) 


WHAT ARBITRATOR HERMAN L. 
BARNES RULED: “According to com- 
pany policy, long in effect, a senior em- 
ployee must be advanced to a new job 
or vacancy if in the judgment of the 
company he can perform the work in 
a satisfactory manner. Nothing is said 
about a written examination. The senior 
worker must, therefore, be given a 
chance to prove his ability by working 
on the new job.” 
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EXCELLENCE IN 


mnt Atlantic Papers 


PRODUCTS OF EASTERN CORPORATION, BANGOR, MAINE -» MANUFACTURERS OF QUALITY PAPER AND PUROCELL PULP 
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OFFSETTING COSTS 
with 3M Plates 


BRAND 


Here’s How to Hold Smooth 
Deep Solids and 
the Finest Details 


The Perfectly-Smooth Surface Makes The Difference—For real quality 
in your company printed materials, solids must come through deep, rich 
and smooth. If you’ve had troubles with weak, grayed-out solids, try the 
clean-running, perfectly-smooth' 3M Plate. Here’s a grainless surface that 
enables you to get and keep the proper ink and water balance. Desensitiza- 
tion is quick and easy, too. Because chemically-treated 3M Plates are 
extremely water receptive, less water is used, and the possibility of ink 
emulsification is greatly reduced. Colors and solids come through deep, 
smooth and at full-strength 
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Reproduces Finest Details Faithfully—Reproducing intricate details of 


products, machines 


and parts in catalog pages and other printed pieces is a challenge many a licator operators 
face daily. The ideal surface for reproducing these fine details is the grainless surface found 
on 3M Brand Plates. On this perfectly-smooth surface, there is no grain to distort or break- 


up dots or fine lines. Everything on the original negative can be reproduced with 


fidelity. 


absolute 


Superior quality is assured and the smooth surface also means time-saving advan- 


tages in platemaking and helps you get a better job off the press faster. 


"Quality Controlled” for 100% Consistency — 
A trouble-free plate is an economical plate 

and 3M Plates eliminate 43 profit-destroy- 
ing variables. This 100% consistency is the 
result of years of research, careful chemical 
processing and strict quality control at every 
step in manufacture. 3M Plates never vary 
in exposure or development time either. 
Consistency like this means true economy 


[ proouct oF | 


3M 


RESEARCH 


FREE! Platemaker’s Guide and Pressman’s 
Guide—Authoritative, valuable guides for 
platemakers and pressmen are available FREE 
to you. To receive your copies, write: Minne- 
sota Mining and Manufacturing Company, 
Dept. ER-126S, St. Paul 6, Minnesota. Put 
dependable, economical 3M Plates to work 
for you. You'll save time and money 

and get superior quality results. 


Quality Lithography Depends on 
a Perfectly-Smooth Plate 





3M Photo Offset Plates 


BRAND 


ing Company, St. Paul 6, Minnesota. General Export: 99 Park Avenue, 


"3M" is a registered trademark of Minnesota Mining and Manvfactur- ae 
New York 16, N.Y. In Canada: P. O. Box 757, London, Ontario. ‘<: 
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ew Produc 


SYSTEMS STENCIL DUPLICATOR 
A. B. Dick Co., 5700 W. Touhy Ave., 
Tll., makes the Model 436 


Chicago 31, 


single cycle electric mimeograph for high 


ly repetitive duplicating. It differs from 
conventional electric mimeographs, which 
are designed primarily for 
operation. On the Model 436, 
of a foot switch 
device which permits the cylinder of the 
machine to turn exactly one revolution. 


eontinuous 
one press 


activates an electronic 


The cylinder stops in the proper position 
to feed the next sheet of paper correctly. 
This feature is useful in duplicating sets 
of records which vary in size, and other 
work. The operator normally 
hand feeds each card or sheet. Single 
cycling facilitates hand feeding and as- 
sures exact registration of copy on ruled 
or preprinted forms. Controlling the cy]- 
inder’s revolutions by means of a foot 
switch and electronically timed magnetic 
clutch, rather than a mechanical clutch 


systems 


118 


arrangement, provides fast and exact 
starting and stopping and insures longer 
life. Paper guide rails can be positioned 
by tabular stops so that the placement of 
feed table 
and exactly, an ad 
varying sized 
stencil. 


paper and ecards on the can 
be changed quickly 
where sets of 
duplicated from 
ean be blocked out and recovered 
Any of three copy adjustments 
vertical, lateral or angular) can be made 
quickly and by a dial or lever 
setting. An,auxiliary loading table speeds 
the placement of the stencil on the cyl- 
inder in exactly the right lateral position. 


For More Information Circle No. 136. 


vantage 
forms are one 
Copy 


easily. 


easily 


SHORT FORM CUTTER 
Moore Ine., Niagara 
POIEA. TNs Sieg Short-Form 
Cut-Off Machine will cut apart continu- 
ous forms having a depth of less than 3”, 


3usiness Forms, 


announces the 


Such forms previously had to be hand 
separated which was time-consuming and 
costly. The machine will cut apart forms 
ranging in depth from 1” to 3” and in 
widths from 4” to 14%”. Each form is 
actually cut apart and not detached by 
tearing a perforation, so that perfora- 
t between forms are not required, 


110ns 
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except where forms are folded in packs. 
Forms must be marginal punched since 
they are fed and controlled by tractors. 
The forms are delivered in sequence re- 
gardless of depth. The machine is an 
independent unit operating under its own 
power and is not connected to any forms- 
writing equipment. It is driven by a \4- 
hp., 110 volt, 60 cycle, single-phase motor. 
It will make 130 cuts per minute, regard- 
less of form depth. All dangerous points 
are completely guarded and an automatic 
stop shuts it off before the form runs off 
the tractors. Ideal for cutting apart in- 
ventory control slips, parts-picking tic- 
kets, labels, tags and similar short forms. 
For More Information Circle No. 111. 


DOUBLE COATED TAPE 
Minnesota Mining & Mfg. Co., 900 
Fauquier St., St. Paul 6, Mo., makes 
Scotch Double Coated No. 665 tape 
which will not stick to itself but will 
hold securely to other material. It is the 


first double coated tape without a pro- 
tective liner to be wound on a roll with- 
out sticking to itself. This makes the 
tape easier and faster to apply. The tape 
can be used in 3” core dispensers and is 
available in 36-yd. roll lengths in stand- 
ard widths from 44” to 1”. Other widths 
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on special order. Aging test results 
show that a tape roll two years old will 
have the same properties as a new roll. 
The tape has easy unwind with no trans 
fer of adhesive, and the adhesive will 
not bleed at the edges. It is 

neat and fast tool to make scrapbooks, 
mount photographs, attach riders and 
endorsements to insurance policies, at- 
tach photographs or pictures temporarily 
to walls, hold down suit lapels and pock- 
ets for clothing store window displays, 
for holding dust jackets on books and for 
use in advertising layout work. It elimi- 
nates cleanup time, and gives a neater 
appearance to displays and mockups. Its 
thinness enables it to hold 
sheets of papers together in a file with 
out adding appreciable bulk. For More 
Information Circle No. 125. 


(3.5 mils) 


PLASTIC BINDING PUNCH 
Cummins-Chicago Corp., 4740 N. Rav- 
enswood Ave., Chicago 40, Ill., makes the 
Desk-A-Lectriec portable, electric 
for perforating material to be 
with plastic The 


punch 
bound 


binding. machine 


punches any quantity of booklets, man- 


uals, presentations, reports, price lists 
and other materials with minimum oper 
ator fatigue and 


with unskilled help. Other conditions be 


maximum speed; all 


ing equal, the Desk-A-Lectric is said to 
do any punching job at least four times 
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faster than a manually operated machine. 
The motor runs only when the punch is 
actuated. Fully enclosed for complete 
safety, the Desk-A-Lectric Punch can be 
operated by any office The 
pins which select the punches needed for 
the 
Punches 


i mployee. 


each particular job remain in ma- 


chine and cannot become lost. 
concave cutting 
length so that only 
minimum pressure is needed. This extends 
the life of the speci y steel punches. 


A plexiglas safety 


have a finely ground, 


edge and 


vary in 


provides com 


le allowing full visibility. 
the full row cf 21 
popular plastic bind- 
centers (9/16”), bind a 12” 
3y multiple operation punching, 
] y length sheet can be used 
because e open throat. 
T-shaped punches are available for per- 
sheets to be added to bound 
without removing the binding. 
reading back guide quickly pro 
location of the punching 
different diameter of binding 
element. The thumb-lock ruide is 
quickly positioned. Once it is set, an un 
skilled operator handles the 
rately and efficiently. A 
drawer, accessible from the front, covers 
the bottom of the punch and holds punch 
ings from many jobs without emptying. 


plete safety wh 
The 


punches, spaced on 


holes made by 


ing rng 


length. 


practically a 


of th 


end Special 


best 
side 
work aceu 


large waste 


Styled for the modern office, the machine 
has a pleasant two-tone copper color. 
For More Information Circle No. 114. 


SYSTEMS DUPLICATORS 
Old Town Corp., Dept. O-12, 345 Madi 
son Ave., New York 17, N. Y., announces 
the Banda Duplex duplicator which offers 
variety of automatic 
These 


control 


a wide systems 


include a complete 


which 


applications. 


production system inte 


grates all clerical steps from material 
requisition to shipping the finished prod 
This same application can include 


desired. It 


may be used with punched card systems 


uct. 
payroll and sales records if 
for invoicing, or invoicing can be done 
on the Banda with a 
masters. The production control system 


120 


different set of 


requires two original masters (permanent 
and tt ma- 
chine and work 


mporary). Operator seated at 


pressing buttons can do 
produce requisi- 
identity 


lines 


or six or eight typists: 


tion, time study, progress report, 


labels. ete. One or any number of 
reproduced 
tempo- 


can be no copying 


on the original master ar 


sin ultaneously with or without 


There 


is correct. 


rarv headings. 
Four keys and 
Deliv- 


For 


errors 11 master 
a foot pedal control the machine. 
ered 


copies do not require sorting 


More Information Circle No. 120. 
PAYROLL DEDUCTION CHARTS 


Delbridge Calculating Systems, Inc., 
2504 Sutton Ave., St. Louis 17, Mo., pub- 


2) 
SOCIAL SECURITY 
and WITHHOLDING TAX 
CHART 


WEEKLY PAYROLE PERIOD 
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lisher of precalculated tables for business 
and industry, has revised their Social Se- 
curity & Withholding Tax Charts to com- 
ply with the new social security tax rate 
of 244%, effective January 1, 1957. In ad- 
dition to showing the new social security 
deductions from employees’ earnings, the 
charts also feature employees’ withhold- 
ing taxes. Charts are specially designed 
to permit easy reading of wages and tax 
horizontally across the page. 
Spiral bound, printed in red and black, 
and tab-indexed for quick and easy ref- 
erence. Four editions cover all payroll 
periods: Weekly—$1 to $450; Bi-weekly 
— $1 to $1050; Semi-monthly — $1 to 
$1050; Monthly — $1 to $1300. Daily 
wage tax table $1 to $30 is included with 
each chart. Charts are available on a 
free 10-day trial offer, sell for $3.50 each. 
For More Information Circle No. 151. 


amounts 


DUPLICATING STENCIL 
Frankel Carbon & Ribbon Co., 285 Rio 
Grande Blvd., 23, 


Denver 23, Colo., makes 
the all purpose Klean Write Bronze Sten 


ages 
tee Magsseret 320s reek: 


na 
ye Bee 


RRO Rens Dems ceowne” 
ey avebnbes: in .* 


oo hep pi cages 


preors: 
5 
Nears sete 


i 
2 
= 
4 
; 
by 


eil designed for the highest 


mimeograph reproduction. lt produces the 
finest typing and stylus work and the 
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quality 


manufacturer claims it will produce work 
that is superior to offset printing from a 
paper plate. The soft 

color, which becomes light orange 
typing and 
proofreading in thi 


stencil’s brown 
when 
displayed by stylus work, 
provides for 
typewriter and 
A minimum of 15,000 copies can bh 
duced with each Klean Write Bronze 
Stencil. The two-tone brown 
also opaque so that it makes a fine mé¢ 
chanical negative. It is ideal for tracing, 
signatures and all drawing. For More 
Information Circle No. 110. 


easy 
over a drawing scope. 


pro 


steneil is 


AUTOMATIC OFFSET CONTROLS 
Ditto, Inc., 6888 N. McCormick Rd., 


Chicago 45, Tl., announces an ‘‘electric 
brain’’ which speeds offset 
of systems work and short runs by elimi 


duplicating 


nating operator control of the machin 


The unit can be programmed to ‘‘remem- 
ber’’ the correct combination of 
moisture and copies for a particular sys- 
tem or run. After that, any number of 
identical form copies 
duplicated at the touch of a button. This 
eliminates and waste in 
short-run untrained operator 
can step up to the duplicator, insert a 
plate, place blank forms in the feed tray, 


ink, 


sets or can be 


time, errors 


work. An 
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and press the button. The machine does 
the rest. In addition, it will perform the 
run-down function, cleaning the mat of 
ink and moisture so it can be stored for 
future use. The unit can be programmed 
for any number of copies from one up- 
wards, with a full range of ink, moisture 
and run-down settings. The unit is 
mounted on the base of the machine and 
does not interfere with manual control 
of the duplicator, which can be used at 
any time. Ditto is making the units op- 
tional with L-10 duplicators, and 
they can be connected to existing L-10 

Units will be rented at from 
$60 to $75 monthly, with option to buy 
if desired. For More Information Circle 
No. 126. 


new 


models. 


STENCIL DUPLICATOR 
Addo Machine Co., 145 West 57th St., 
New York 19, N. Y., announces the Roneo 
750 automatic precision duplicator with 


features which reduce the cost of ink, 
paper, stencils and staff time. The Roneo 
750 has a fully automatic inking process 
requiring no adjustment, an absolutely 


) 


clean color change in 25 seconds, and 


precision registration. Controlled low 
starting speed enables the operator to 
check the position of the copy and then 
accelerate to the desired speed in the 
range of 40-150 copies per minute. Ma- 
chine can feed from lightweight paper 
to card stock, including post cards the 
right way on. Equipped with a special 
Ejecto-strip that neatly stacks finished 
copies, the machine stops automatically 
when a predetermined number of copies 
have been printed. As a further aid to 
Lino-matie leveller auto- 
adjusts the printing from a 
stencil typed out of true. The motor is 
built into the machine head, leaving the 
cabinet base free for storage space. For 
More Information Circle No, 152. 


precision, a 
matically 


PHOTOCOPIER 

Copycat Corp., 41 Union Sq. W., New 
York 3, N. Y., makes the Green Ray 
Copycat photocopier which can reproduce 
whether written, 
photographed. It produces a 
finished black-and-white copy from orig- 
eolor stock, tissue or trans 


all eolors and inks 


printed or 


inals on any 


> 


parency in 30 under ordinary 
office lighting. A special paper containing 
a whitening agent insures copies with 
sharp black and contrast. This 
makes possible legally permanent copies 
without future discoloration. One simple 
dial control governs machine’s speed and 
exposure, and machine operator can re- 
main seated. Developer tray easily slides 
out for refilling without dismantling ma- 
One quart of refill solution will 
a minimum of 200 copies. Six 
types of copy paper can be used: regular 
weight, airmail, translucent, transparent, 


seconds 


white 


chine. 


process 
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duplex and card weight. A safety key 
reverses the processing so that improp- 
erly inserted documents are not damaged. 
Copycat photocopiers are made in 9”, 
14” and 18” width models for making 
copies of any length. Prices start at 
$295. For More Information Circle No. 
130, 


CORNER ROUNDERS 
Lassco Products, Ine., 485 Hague St., 
Rochester 6, N. Y., makes the portable 
Model 20 CorneRounder machine, and the 


footpower Model 50 CorneRounder for 


rounding the corners on paper and card 
forms. These machines use plug-in cutting 
units and a shearing action of upper and 
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ae 


See: 


lower blades for more efficient operation. 
Cutting units are easy to change, and the 
shearing knives cut cleanly instead of 
chopping. No forms are damaged and 
chip disposal is automatic. Cutting action 
is self-sharpening. No cutting blocks are 
used. Clean, smooth workflow and low 
price makes this equipment ideal for 
intermittent production requirements in 
office duplicating departments. For More 
Information Circle No. 138. 


FOLDING COPYHOLDER 


Hall-Welter Co., 40 Mt. Hope Ave., 
Rochester 20, N. Y., makes the Speedrite 
Folding Copyholder which has all the 
advantages of a copyholder, such as re- 
lieving eye and neck strain, resulting in 
increased production and greater accu- 
racy. Yet, because of its folding feature, 
it is never in the way when not in use. 


It folds behind the typewriter giving the 
typist completely unobstructed vision. 
The Speedrite Folding Copyholder is com- 
pletely adjustable to any desk arrange 
ment and light conditions. It is easily 
moved forward and backward or may be 
raised, lowered or tilted. Its great flex 
ibility makes it easy to use. A touch of 
the little finger on the trigger brings the 
next reading line into vision. A magni 


fier, with two-line reading, provides clear, 
undistorted vision of copy, making faster, 


easier typing 


slides on or 


possible. The magnifier 
off easily without tools. 


Another advantage of its design is that 
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engineered to fold down 


it 1s speellically 
1t 1 | : 


over the typewriter keys so that the desk 


mav be closed without damag 


ce t 
copvholder. also 


problem of wl to put it for safe stor 


For More Information 


I 


ve overnig 


a 
Circle No. 115. 


MAIL ORDER FORMS 


ore Business 


3144 
Baltimore 29, Md., makes 
Form for mail order sell 

NCR (no 


original can be 


Forms Co., 


carbon re 


» a business 
trom 


postage 
I tS 


eost of 


phone call. Made 
quirements with u ’s own 


lual 


vrinting de 


indivi 


sion in multiples of 1) sets. For free 


samples of Quick Order Forms, Circle No. 


VU. 


ELECTRONIC COMPUTER 
Royal McBee (¢ orp., Westchester 
Port Chester, N. Y i 
size electronic 
followed by AL 


"ll 


introduces 


computer which 
litional electronic 


ment and data processing machines. 
Roval McBee’s i al effort in the field 
LGP-30, 


engineering and scientific 


is the especially designed for 


use. Cor pact, 
{ 


mobile and operating on any con 


enien 


LGP-30 has a ca 


electrical outlet, the 
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to the 


eliminates the 


ares favorably to com 

ze. The LGP-30 is a 
sion Corp., a joint 
of Roval MeBee and 


General rec rporations, It 


product ¢ ¢ er 
} 
} 
l 


was 
eloped n { ( demand for an 
field 


earch, Simplicity 


in the 


i-technieal per onnel 
l iv to e@arrv out 
in Priced at 


ay be 


$39,600, 
rented for $1100 a 
For More Information Circle No. 


onth. 


135, 


SWIVEL CHAIR 


Milwaukee Chai }0o., 3022 W. Center 
St., Milwaukee makes the No. 
14014 U swivel ar: hair in genuine wal 

| lard walnut fin 
finish required. Up 


wide 


cover 


range of 
fabrics 


back of the 


n Naugahyde, 
d leathers 


desig | proper pos 
user. A matching 


For More Infor 


ture support 
| ( hair s 
mation Circle No. 
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REX-ROTARY M4 


Mimeograph 


is always clean, can never teak. Works 
like a printing press, produces printing 
press quality—yet selis at half the price of 
other electric mimeographs. 


M-4 Electric $295. +FET 


M-4 Hand $220. + FET 


No Dirty Hands 


a 


Accurate Registration / / 
Automatic inking 
3-Minute Color Change 
Printing Area 8" x 14" 
Automatic Counter ? 
Printing Press Quality 


Electric and Hand Operated 


Guaranteed 1 Year 


BOHN DUPLICATOR CORPORATION 444 4th Ave., New York 16, N. Y. 
Please send complete information on the revolutionary new BDC Rex-Rotary M-4 


Name 7 es fe 








Address ae ——— aiatastaa City... a 
For More Information Circle No. 339 
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NO OTHER 


PAPER CUTTER 


FOR tHe OFFICE IS BUILT 
TO SELL $O LOW! 


The Michael 
Paper Cutter 
3 Sizes 

83", 14” 
and 203” 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 

for stationers, advertising agencies, 
photo finishers, banks, insurance 
companies, schools, colleges, small 
printers, letter shops, offset shops. 

Order from your dealer or 


Mi ch ael Lith 


145 WEST 45TH STREET 
NEW YORK 36, N. Y. 





For More Information Circle No. 298 





PROBLEMS 


3 PHONE ‘sowves— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


\ HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 Madison Ave. 

Room 710 
New York 16 














For More Information Circle No. 299 
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PLAN FILES 

Plan Hold, 5204 Chakemco St., South 
Gate, Calif., makes vertical plan filing 
Their lightweight aluminum 
Type S Standard Plan Hold, which can 
be used in homemade racks, holds from 
1 to 150 prints without punching holes 
or otherwise mutilating the prints. Other 


systems. 


an Hold components include units for 
mounting, rolling files and cabinets. 

\ carousel unit allows access from all 
sides to filed plans, All units come in a 
variety of which 
deseribed in 


sizes and capacities 
fully 
their new eatalog. For a free copy of the 
catalog, Circle No. 169. 


are illustrated and 


DUPLICATING INK 
A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 31, IIL, fast-drying 
mimeograph ink that offers great han 
agaiin 


makes a 


g¢ ease. It is said to combine the best 
qualities of oil and water base inks. 
There is no ink setoff, smear or smudge 
sheet of paper falls on top of 
in the receiving tray. The ink 
is suitable for mimeographing on both 
sides of the paper because there is vir- 
tually no show-through to the back of 
the page. Ease of 


as one 


another 


handling also is a 
major advantage. A stencil can be left 
on the eylinder of the duplicator over- 
night and then re-run the next morning. 
There is no danger the ink will dry or 
clog on the stencil. It also has the right 
fluidity to assure uniformly black copy 
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EAC 


FOR AN ARCO 
Open Ring 


RUBBER BAND 


THE WORLD’S FINEST 
STATIONERY BANDS-- 
THEY ARE ‘‘PRE-OPENED’”’ 
READY FOR IMMEDIATE USE 











ALLIANCE RUBBER CO. 
Please send REE samples. 
A OS 
; _ ar 
Vj D wainc:f 
Kubbe a hands ES, aE 


DEALER'S NAME 














ADDRESS 





ALLIANCE RUBBER 


ALLIANCE, OHIO 69 West Washington St. HOT SPRINGS, ARK. 
CHICAGO, ILL. 


For More Information Circle No. 366 
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for long or short runs—even when the _ tionery ids for immediate use. The 
mimeograph is operated at top speed. box has a transparent window displaying 
This is A. B. Dick 6000-Sk (Super Emul its contents and a lift-up flap opening for 
sion nk and available in black only. convenient dispensing of the bands, Arce 


Priced the same as other standard inks. stationery bands come in assorted colors 
For More Information Circle No. 121. which can be used for eoding purposes 

The Open Ring bands are easier to use 
1 in the dispensing box thev make for 


RUBBER BANDS ani 


Alliance Rubber Co., Alliance, Ohio, v handy desk item, For More Information 
makes Areo Open Ring Rubber Bands in Circle No. 140. 
CARD IMPRINTER-DETACHER 
Moore Business Forms, Ine., Niagara 
‘alls, N. Y., announces the Two-On Tab 


Card In printer Detacher, developed 


me 
hb BAO ) process IBM Voucher Checks. It will 
oa ss remove the punched margins and detach 
. rem ene IBM Voueher Cheeks as two eards, at 
tached by a deep joing chip. By 

single ecard (depth 


? {7 > i P : = a We 
Kubber (iatds = j orn an be handi 1, W th every Joining 
ALLIANCE RUBBER CO ice seaved. The wmachian wi 
Mf the punched mar 


ees 


* one a or mul 
paper forms. It 


a New Look Dispenser Box which allows 
a built in static 


fast selection of these pre-opened sta 


May, // AY 4 


ACOUSTICAL CABINETS AT he Leleive a. 


FOR Alt NOISY 
OFFICE MACHINES 





Nervous breakdowns... from NOISE... are common 
Recently a machine operator returned to work after suffering a nervous breakdown from noise. 
She said, "| wore ear-plugs to try to stop this awful noise, it didn't help, now I'm back and 
have this lovely Acoustinet, everything is quieter for me and the other girls. 
Your girls need not have this experience! Acoustinets will stop the cause... 
its ‘harmful noise vibrations.’ 


© 1956 _— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements 


| j co 312 AMERICAN STANDARD BUILDING 
Les BUFFALO 7, NEW YORK 


For More Information Circle No. 309 


noise itself, with 
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PRODUCT OF 


RESEARCH 


Exclusive! Dry process 
machine eliminates 
chemicals and negatives. 


rx) 


4-second speed! One-step simplicity! Direct copy 
ease! No other copying machine offers you all these 
exclusive advantages. The All-Electric THERMO- 
FAX “‘Secretary’’ Copying Machine gives you perfect 
copies of business data and material when you need it. 
Copies cost less than 5¢ each. Send for complete 
details today. 


| 


+t 2s 
a Se, The terms THERMO-FAX and SECRETARY are trade- 
% marks of Minnesota Mining & Mfg. Co., St. Paul 6, 
Ay lg” Minn. General Export: 99 Park Avenue, New York 
*raer® 16, N. Y. In Canada: P. O. Box 757, London, Ontario. 
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Minnesota Mining & Manufacturing Company 

Dept. ES- 126, St. Paul 6, Minnesota 

Send complete details on the time-saving, money-saving THERMO-FAX 
“Secretary” Copying Machine. 

Name. 

Company 

Address___ 


ci se genoa ew cia ets ee oe 


For More Information Circle No. 328 
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neutralizer and both single and double 


stacking devices. A metal stand is also 


Men at work... 
earlier ! 





~ PITNEY-BOWES 
(:) MAILOPENER 


Pitney-BowEs, INc. 


~ 3461 Walnut Street, Stamford, Conn. 
.. offices in 94 cities in U.S. ond Canada 


originators of the postage meter. . 


included but the machine 
without the stand if desired. 
Information Circle No, 112. 


may be ordered 


For More 


RUBBER BANDS 


lymouth Rubber Co., Canton, Mass., 
a red newspaper 
which is competitive in price and 
meets Plymouth’s high standards of 
quality. Because of the increase in sales 
of its Jumbo Band Assortment, Plymouth 
has redesigned the printed polyethylene 
bag to give even more appeal for im- 


semi-open ring 


band 


There’s no more a.m. dawdling 
and doodling if the morning mail 
is opened by a Pitney-Bowes 
MailOpener. It’s so much faster 
than Dora with her dagger. Saves 
those precious early morning 
minutes... gets everyone 
working sooner. 

e This little electric model, for 
example, easily, safely trims a 
hairline edge off any kind or size 
of envelope .. . opens a whole 
morning’s mail in a jiffy. 

e There are three MailOpener 
models, hand or electric, for any 
office. Call the nearest PB office for 
a demonstration. Or send for free 
illustrated booklet. 


FREE: Handy desk or 
with parcel post 


wall chart of Postal Rates 
map and zone finder. 


For More Information Circle No. 300 
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nd 
of 
es 
th 
ne 
m- 


pulse sales. This Jumbo Assortment, re- 
tailing at 25c, has been a best seller 
since its introduction. Also in the field 
of counter sales, Plymouth’s 10E assort- 
ment (12 ten-cent envelopes of rubber 
bands, carded for self-selling displays) 
has been redesigned and is increasing 
sales wherever shown. A new departure 
in rubber bands for special purposes is 
the Tab-Band, now available in every 
size. This band has a molded tab for 
easy pull-off and it is used by manu- 
facturers of everything from camera film 
to fishing reels. Architects and draftsmen 
have found the easy-pull tab handy for 
rolls of plans. For More Information 
Circle No. 106. 


PORTABLE TYPEWRITER 


Craig Woodruff, 508 S. Manlius St., 
Fayetteville, N. Y., exclusive importer 
and distributor, is marketing the Alpina 
portable typewriter in the United States. 
The Alpina features a removable and 
interchangeable carriage, a 914” writing 
line, automatic tabulator with keyboard 
set and clear, double frame of die-cast 


magnesium alloy, 88 characters and a 
very fast and responsive action which 
won the machine the world’s speed 
championship in its class at Monaco in 
1955. The machine is being distributed 
only through authorized office equipment 
dealers to whom the exclusive sale of the 
Alpina typewriter for their territories is 
being assigned. For More Information 
Circle No. 118. 
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ALL SERVICE) U.S.A. 7099 


EraseRGTIK Guat v.s.A.7Q099B em 





RASER‘ 





re 2 
: 


Mi 














HIDING MY 
A.W.FABER 





ALL FOR MYSELF! 


I don’t mind if they 
borrow my lipstick—but 
no mistake about it, an 
EraserStik is a girl’s best 
friend. It erases with- 
out a trace. I don’t see 
how you can turn out 
beautiful letters without 
an EraserStik. 


GIRLS, EraserStiks are 
so economical — only 
10¢ each, 20¢ with 
brush — you can have 
your very own to use 
and cherish. Let no one 
palm off a ‘‘just-as- 
good” substitute. Be 
certain it has the 
AM.Faber imprint on 
its gleaming white 
polish. 





poe 


A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J. 





For More Information Circle No. 293 
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- 


Low Cost Elevating Stand 

*" Office Engineered" for quick, easy elevating 
—an important plus value in a new quality stand 
that is amazingly iow priced 


SILENT STEEL 


*Solid steel top is undercoated ‘I 
*All parts fully cushioned 
*Soft Rubber Casters 


*Soft Rubber Feet AL | . 
we 


_ 
“Tl A Complete Line of 
Stands, Stee! Chairs and 
— Stools and a DeLuxe Personal File 


qs BADGER inc. 


KING AT FRONT ST 
LA CROSSE, WIS. 


For More Information Circle No. 302 


nisi provides Taster, more (¢ 


ADDING MACHINE 
Monroe Cal ulating Machine P 
| Orange, N. J., makes the Model 800 full 


| 
| 


keyboard adding machine which is dis 
tinctively different in design from its 
predecessors and offers new, harmonious 
olor styling to blend with modern in- 
eriors. Keys, colored according to fune 


¢ 


ion, make operation of the 800 simpler, 
while a quieter, high -ycling mecha 
julet opera 
\ triangular symbol automatically 
s next to the first item listed, indi 


the operator that the machine 


is clear and ready for the next listing 


an aid in preventing errors and in re 
checking tapes. Tapes glide instantly to 
tear-off position when the total key is 
depressed; a transparent tear-off knife 
leaves figures visible at all times. Sub- 
tract items and negative sub-totals and 
totals print in red. The 800 is built for 
ruggedness and_ reliability, and _ is 
mounted on rollers for greater mobility. 
The machine offers single or double spac- 
ing, and a hinged cover for fast ribbon 
and paper changes, It retains most of the 
features made popular by the Monroe 
100 series, such as stepped-up keyboard, 
cushion-top keys and Velvet Touch ac- 
tion. For More Information Circle No. 
101, 
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PRODUCTION | 








INVENTORIES 


SCHEDULES | 
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DISPATCHING 
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om mS 
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Tronsporent 
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For > 
pencil notations Fa 
ond erasures { 


TUBE INTERIOR SIGNALS 


> ke ‘= yt 


Fold over Transparent Opaque 





| 
Dr Johnson Mr Smith 





VISUAL CONTROL PANELS 


Chart Action, Indicate Trends, Show Results, 
Permit Comparison, Picture Organized 
Facts for Analysis and Decision. 


Complete flexibility with limitless signalling and charting 
possibilities . . . Easily adapted to your individual record 
requirements. 

Lightweight panels contain clear plastic tubes which are 
individually removable and may be shifted from one posi- 
tion to another . . . Clarity of tube provides full legibility of 
contents. 

Signals snap on or off at any point. . . Hold 
position until positively moved... Slide 
smoothly back and forth . . . By-pass freely. 


Insertable index feature afford triple signalling potential: 
by position, by color and by legend of index. 


Arak the mar. for Aleme lo thow you sratpleo— 





{ACME VISIBLE RECORDS. INC. 





—CROZET, VIRGINIA | 








Bh 


@ 1256 


records 


© Send us more information on Visual Control Panels 


CO) We are interested in Acme Visible equipment for 


DC Have representative call. Date____ Time 


(aide —_ _Attention 


Company——___ 


Address 


ee  ——— €§68=Sl 


For More Information Circie No. 188 
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ADDO-X's light-as-a-dove’s feather touch, 
short key action — minimizes finger travel, 
saves operator's energy. The STEP-O-MATIC 
lever offers you calculator performance 

at adding machine cost when multiplying.* 
No other adding machine is so saving of 
your operator's time and energy. 

Write for literature} today. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 


*At 175 r.p.m. ‘ 


+Also on our NEW 
two register machine. 





For turther details mail this advertisement with | our letterhead, ee 
For More Information Circle No. 204 
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WATER FILTER 

Sunroe Corp., Glen Riddle, Pa., makes 
Filter-Pak filter-purifier, a practical and 
economical means of eliminating objec 
tionable taste, odor and color from drink 
ing water. Particularly helpful in metro- 
politan areas where chlorinated water 
presents a taste and odor problem affect 
ing even beverages and foods. Available 
at only $19.50, and measuring 1014” long 
by 2%” diameter. A special filter-cart- 
ridge, a self-contained unit, eliminates 
the need for bulky outer cases which, ir 


many units, more than double the size. 


‘his cartridge contains Sterilium, a filter 
ed of several elements scientifically 
ombined to provide only the natural, 
esh flavor of drinking water. After up 
p ‘six months use, comparable to that 
scommended for other filter materials, 
1e entire cartridge is quickly and easily 
placed for only $4.95. Without tools of 
ny kind, the cartridge is removed by 
irning the hand wheel and detaching it 
tom the top manifold into which w new 
‘placement cartridge is inserted. Sup- 
‘ied with a gray hammertone enamel 
itridge, Filter-Pak is equipped with a 
vecially designed top manifold and fit- 
ags. Its compact size permits installa- 
‘on on wall or in any convenient loca- 


| 
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is the word for 


METAL-LUX 
deluxe clerical posture chair 


There is “executive distinction” in every line of 

this chair, from its foam rubber back-rest and Latex 
“Breathing Comfo-Cushion” seat to its streamlined 
swivel base. It has no equal for posture comfort and its 
good looks excel anything ever created in metal 

Here is a chair which “belongs” where only the 

very best is desired. It’s the chair that builds customer 
good-will for you. Write for complete details now 

this perfection in posture can be the most 

profitable chair you've ever offered 


oe there is nothing finer in metal 


MILWAUKEE METAL FURNITURE COMPANY 
101 N. Campbell Ave., Chicago 12, Illinois 





For More Information Circle No. 312 
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fe helps you 


FORCE MODEL 400 
Small-figure Date-Keeper 


A self-inking, 
small-figure, 
metal dater 


OCT 23 '56 





that’s perfect for imprinting | 
Easy to | 


dates in small spaces. 
handle 


FORCE MODEL 450 
Standard Date - Keeper 


AUTOMATIC ACTION <A 





Automatic date changes with 

a touch of a lever . automatic self-inking 
. for fast, clean, trouble-free dating 

operations. 


Specify FORCE Date-Keepou 


216 NICHOLS AVENUE, BROOKLYN 8,N.Y. 


For More Information Circle No. 319 


——=BUSINESS FORMS—— 


CARBON — INTERLEAVED PULLOUTS — SINGLE SET 
OFFSET & LETTERPRESS 
FINE QUALITY — LOW PRICES — FAST DELIVERY 
. 
Among Nation’s Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 
. 





ORDER DIRECT — BUY WHOLESALE — NOT RETAIL 
EXCLUSIVE DEALER AREAS ALSO AVAILABLE 


. 
We Feature 30 Day Delivery — No Order Too Large 
The Du uplicate Forms Co. 
STATION STR MENTOR, OHIO 
For More Information Circle No. 320 








tion where it is easily 
drinking water outlet. 
standard 


connected to any 
It can be installed 
water cooler, under 
for 


vending 


on any 


sinks, in recessed areas drinking } 
machines 
mixed with hot or 


For More Information Circle 


fountains or inside 


where products are 
cold water. 


No. 123 


POSTING TRAY 

Posting Equipment Corp., 
St., Buffalo 13, N. Y., 
Matie Tray for 
and 


1026 Niagara 
makes the Handi 
housing board 
It fea 

auto 


writing 
records. 
which 


machine accounting 
easel 

the 
and the 
a neat package that is 
stored. The hinged 
clawbolt latch 
securely closed and serves 


tures a 
matically 
Close 


non-tipping 
spreads when 
opened. the 
ts to form 
earried and 
strap with 
holds the tray 
as a carrying handle. 


covers are 
covers ease] 
retrace 
easily 
steel positive 
The trays are welded 


steel and finished in attractive metallic 


gray baked enamel which resists scratch 
ing. There is a label holder for identifi 
cation and lifetime Scotch friction strip 
on the inside bottom of the tray kee 
forms in place when the unit is oper 
This tray is ideal for records requirin 
small capacity containers for account 
receivable, accounts payable, gener 
ledger and payroll earnings record: 
Available in 3” capacity for sheet size 
6144” x 914", 74%” x 11%”, 8%” x 11 
11° -x. 12°, 18° x 12", 14" = i3" and i7* 
12”. Available in 2” capacity in sizes 11 
x 11” and 12” x 12”. Also available fe 
all sizes are A-Z indexes in gray pres 
board with solid celluloid tabs, five tak 
to the row. For More Information Circ 
No. 131. 
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TEST-RUN THAT COPYING MACHINE! 


Here’s what to look for... and how to find it! 


A copying machine should do everything well. Use this 10-point test to find the 
machine that will meet your every office copying need with a minimum of effort. 


1. Test for colored papers. 9. Test for spirit duplications. 9. Test for minimum dial 
adjustments. (Copease 
does 95% of your work 
without touching the 


dial.) 


. Test for permanence of 


2. Test for two-sided material. . Test for paper sizes. 


Se ae ; 7. Test for quality and speed 
3. Test for opaque material. ‘under direct lighting. 


1. Test for colored inks, pen- . Test for number of copies 
cil, crayons, pens, includ- without developer change. 
ing ball points, even (Copease makes 200-300 copy- 
non-carbon base. excellent copies.) 


Only the Copease” photocopier scores 100% on this practical test. 


Test run Copease FREE! Send now for 3-day office trial and “Test Copy” 


COPEASE CORPORATION arXiv 


Offices: New York, 270 Park 
COPEASE CORPORATION, 270 Park Avenue, New York 17 Box 0-12 


een eae SOUR Gentlemen: I'd like to have a free 3-day trial of Copease in my office...... 0 
hicago, 226 N. LaSalle Please send free literature 
treet, ANdover 3-6949 « 

Los Angeles, 3563 Wilshire 
oulevard, DUnkirk 5-288] 


Distributors in Principal Cities 








The Olivetti Automatic Carriage Printing Calculator calculates, 
prints desired figures on business-forms, moves to the proper 
columns—all automatically. Performs a series of selected opera- 
tions; the series can be quickly changed; each individual operation 
can be varied in 173 ways. With platen split, it also prints on tape. 
Write Dept. H3, Olivetti Corporation of America, 580 Fifth 
Avenue, New York 36, New York. 


. 


For More Information Circle No. 192 d 
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HANGER-CARRIER FOR 
PLATES AND NEGATIVES 


Litho Engineering & Research, 3241 
Eastlake, Dept. OM, Seattle 2, Wash., 
Neg-O-Plate hanger of 
heavy gauge aluminum with 54” diameter 
glass marbles loosely seated in V-shaped 
slots to grip the plate or negative. Only 
one hand is needed in using it. To hang a 


announces the 


plate or negative, one simply pushes the 
top edge up into a marble slot. Marble 
drops slightly, wedging the material firmly 
in place. To release, marble is raised 
slightly and material is instantly freed. 
The compact hanger has a capacity of 20 
plates or negatives up to 11”x14”, yet is 
only 18” in overall length. Separate mount- 
ing bracket 214” sq. attaches quickly to 
any convenient wall, pillar, etc. Hanger is 
from _ bracket 
permitfing 


instantly removable 


whether loaded or empty, 


handy use as plate carrier to and from 


press, etc. When not in use, it can be 


folded down against wall, out of the way. 
Extra brackets are With 
of these reach 
of the platemaking center, and another 


available. one 


hangers mounted within 


near each press, there is no clutter, stack 


HOL-DEX 


Self adhesive label holder 

For Office, Factory, Home. Simply insert label 
into HOL-DEX and apply. Sticks to any clean sur- 
face. Eight colors available in 6” lengths and 1”, 
3/,” and 1” widths with ample blank inserts. May 


be cut to required size. 


At your stationer or write for sample & folder 


CEL-U-DEX CORPORATION 


1 MAIN ST. 


BROOKLYN 1, N.Y. 


For More Information Circle No. 313 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sptuntt 


PAPER DRILL 


A real production model 
handles big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12” x 18”. 
Chip disposal. Adjustable back 
gage and 4 stops. Price includes 
one hollow drill. 12 standard 
size drills from 1 to 4”—$3.75 
each. Slitting attachment $6.60; 
slotting attachment $8.25. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 311 
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ng or shuffling of plates, thu 


] 


the commonest source of scratched plates. 
lhe platemaker can also save time by 
air drying instead of wiping back of 
plate. One or more hangers in the dark 
room for negatives, plus one outside th¢ 
darkroom for fast, har blower-drving 
‘rush’’ negatives are recommended 

manufacturer. The hanger also 


nlat 


offers advantages for 1 plate filing, 
0 compactness, ease of aceess and 
removal, ete. Dealer inquiries invited. 


For More Information Circle No. 103. 


MEMO BOX 

Kastern Corp., Bangor, Me., announced 
that the unprecedented demand for their 
esk memo box, distributed through 
Eastern’s franchised merehant distribu 
tors, ha | new offering of 
this popular de viece. The memo box, 
which is : tvlized miniature reprodue 
tion of » col | Atlantie Bond ream 
wrap, res approximately 414” x 6” 


and provid convenient and readily 


accessible if memo sheets. The 


original supply of memo boxes made 
available early this year was soon ex 
hausted and in the face of continuing 
requests Eastern Corp. has produced ad 
ditional quantities to meet this demand. 
Paper merchants in all principal cities 
who handle Atlantic and Manifest grades 

ine papers now have these additional 
quantities for distribution. The new 

, . be secured by contacting 
any of these merchants. For More Infor- 
mation Circle No. 134. 
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COLITHO PLATES 


STREAMLINE SHOP ORDER SYSTEM 
rOR Honeywell 





The Minneapolis-Honeywell Regulato 
Company, Appliance Controls Division, 
Gardena, California, installed Colitho Off 
set Duplicating Plates to add speed and 
flexibility to its heavy volume shop 
system. 

Non-variable information is typed on the 
“Parts Fabrication Order —t. p reprinted 
Colitho Paper Plate. Variable information 
is written on the master plate for the first 
order. Necessary work copies, plus a NEW 
MASTER are made from the first plate. The 
new master, without the variable 

nformation, is filed awaitir 1g 
future orders of the same pa 


This 
Case 
History 


order 


= 


demonstrates | 
the economy and 
efficiency that countless busi 


The copies are sent to the vari 
ments 


1s departe 
This enables each department to use 
its Copy as a record of its OWN p roducti on. 
Thus, information basic to all depart- 
ments is reproduced piers and 
All chance of transcript ion errors and need 
for retyping and additional proof 
on future orders is eliminated. Uniform, 
original-looking copies — in perfect reg- 
istration and in any amount desired — 
are obtained. New preprinted 
Colitho Plates are made from 

original plates when needed 


efficiently. 


-reading 


THE “ONE-WRITE" WAY TO RUN A BUSINESS 


ee ee ee 


| Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO., Inc 
| 9612 Herb Hill Road, Glen Cove, N. Y. 


Okay, rush the Colitho Idea File. 





| Name 
nesses now enjoy through the 

use of Colitho Plates. We have 
a collection of these factual 
stories which you will find packed 
with valuable ideas. Just use the 
coupon and you'll receive your 


| Address 





| Company 





Zone—__. State 





copy of the Colitho idea File | City 


promptly. 


For More Information Circle No. 193 
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STOP THIS 


VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 


against 


you can prevent the waste of hundreds of dollars 
a year! Stencils, negatives and masters hang free | 
protected against damage .. . | 


from pressure .. . 
easy to file and find. 


+: 


y-FILE CLIPS 


There's a MIM-E- 
model to save and 
protect all types and 
sizes—capacities from 
150 to 1400. 


Write today for FREE Illustrated Brochure! 


EASY-FIND INDEX 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. @ Chicago 22, All. 


300 Distributors . . . coast-to-coast . . . to help 
you solve your stencil or offset filing problem. 


For More Information Circle No. 332 
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POWER NUMBERER-DATER 
Western, Inc., 216 W. Jackson 
Blvd., Chicago 6, Ill., makes Powermark 


Foree 


machines for numbering dating and cod 
ing single forms, spirit master and from 
five to ten copies of carbon interleaved 
forms. Machines are built in graded 
models to meet desired requirements. A 
timed circuit power 


to eliminate phases and other operational 


balances machine’s 


delays. Its operation is not dependable 


on springs or! other unpredictable forces 


for printing, inking or consecutive num- 


ber changing. Heavy duty construction 
with direct coupling to power. Minimum 
of maintenance required. Other features 
turret 


guides, 


include heads, visibly adjusted 
remote triggering and 
automatic feeds as required. Imprint can 


be from Powermark 


magnetic 


coding wheels or 


| -type slugs, both easily changed. Platens 


can be changed for professional make- 
ready. Powermark machines are designed 
for users requiring a half-million or more 
trouble-free impressions yearly. For More 


Information Circle No, 132. 
ELECTRONIC STENCIL CUTTER 
Rex-Rotary Distributing Corp., 387 

Fourth Ave., New York 16, N. Y., are 

marketing the Electro-Rex electronic 

stencil cutter for use in conjunction with 
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mimeograph duplicators. It brings quality sitivity variable over the entire tone 
reproduction within the reach of any _ scale from black to white guarantee the 
office using a stencil or offset duplicator. highest quality of reproduction from a 
Without the help of artist or printer, wide range of originals. Although Elee 
almost anything can be printed in the’ tro-Rex stencils may be used with any 
office without delay. Electro-Rex will 
produce stencils or plates from practi- 
cally any graphic material. The original 
may be a drawing, form, typed matter 
or screened photograph. It may be an 
original layout or a clipping from a pre- 
vious publication, or it may be a com- 
bination of both. The Electro-Rex proc- 
ess starts with an optical scanning system 
that picks up images placed on the scan- 
ning side of the drum. These images are 
converted to high frequency currents 
and through electronic amplification 
transferred to a cutting stylus on the 
reproduction side of the drum. An exact 
duplicate of the original is thus obtained — stencil duplicator, the best results will 
on a plastic stencil or a plate, which can be obtained on a Rex-Rotary twin-cylin- 
be used immediately to duplicate thou- der mimeograph and its special, heavy, 
sands of copies with a quality almost  fast-drying paste ink. The combination 
equal to the original. Scanning definition of Electro-Rex and Rex-Rotary heavy 
from 125 to 750 lines per inch and sen duty duplicator produces a copy that 


16 INTO TT 


BB iia nist i saa ies iiss 


Papers accumulate, too! 


DESTROY THEM COMPLETELY... 
SAFELY 1 Yout Own Ofte 


aa an cis os dei ie 


Put those accumulated papers through the ''Silver 
Executive Automatic''—the only automatic shred- 
ding machine on the market. It's self-feedin 
safe, easy to operate. Just load and turn if on 
» . » Confidential papers and records are 
destroyed quietly, in a matter of seconds! 
(Many firms shred after microfilming.) 
Typewriter-size, lightweight, portable. Beau- 
tifully styled, with attractive gray crinkle 
finish. Larger models for plants, fac- 
tories, warehouses. 10-day free trial on <7 
any size shredder. Write for literature Som 
describing +¢ I - yee” 
plete line of paper shred- 
ts— both disc 

and reel models. 10-DAY TRIAL 

IN YOUR OFFICE 


INDUSTRIAL SHREDDER & CUTTER C0. 10% mint strREET, SALEM, OHIO 


For More Information Circle No. 318 
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Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’”’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 
Basso. PP Sap 


———— 


\ ‘ 


Chem-Bourd Storage Files are perma- | 
nent. They cost and weigh about 50% | 
less than steel; cost less than some cor- | 


rugated paper files. 
assembled, ready for use. 
NOW-—smooth, staple-free 
fronts make them suitable 
even for ‘front-office’ use. 
Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


Station B, Box 216-H 
CANTON 6, OHIO 


= 


For More information Circle No. 305 


NEW 17" 
LINE- 
GUIDE 

EXTENDS 

FOR 
FIGURE 
AND 
TAX 
WORK 





Cop-e-Eez Copy Board fits desk drawer. 


It pays 
ifs way. 





Lansdale Products Corporation 
Box 568 Lansdale, Pa. 











For More Information Circle No. 306 
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They're shipped 





| 


| the 


| 


comes close to the quality of printing. 
The Electro-Rex is simple to use and any 
office skilled after a 


few instruction, Rex-Rotary 


worker become 
ot 
Stencil Service is available from coast to 


For More Information Circle No. 


ean 
hours 


eoast. 


109. 


TELEPHONE HOLDER 
\-Phone Co., 


now 


Box 8788, Portland 
Rent-A-Phone tele 
eight to 


Kleetric telephones, 


Rest 
i, .OTe.. makes 


shoulder rests in colors 


Western 


ivory, 


phone 


match new 


Colors are green, yellow, red, 


beige, brown, blue and Colored 


Rest 
dash 


gray. 
\-Phones also can be used to add a 
of to black 


phones. They can also be used in match 


color conventional 


ing or contrasting colors on phones of 


The fea 
pad, 
outwear rubber. The pad is permanenth; 
to the and it not de 
teriorate in grease or oil. The new Rest 
A temperec 
sprin 


Rest-A-Phone 
reported in tests té 


different hues. 


tures a vinyl 


welded rest will 
A-Phone weighs only 1 
specially hardened 
clip, in combination with a revamping 0 
of the Rest-A-Phone, allow 
the new model to fit all phones. A specia 
Rest-A-Phone fits the Kellogg 1000 i 
black only, while the new model fits th 
Kellogg K-500 phone. Prices for coloreq 
phone rests are the same as for blac 
For More Information Circle No. 117. 


OZ. 


and sliding 


jaws 
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o 
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ny 


a 8 The Victor Fick that outdates 
all other calculators \ 





red 

da 

ick 

ch 

ot 
New Victor Automatic Printing Calculator 
Saves You Costly Man-Hours Because It’s 

v Simpler, Easier, More Accurate To Use 


Exclusive Victor feature lets you multiply or divide 
with a “Flick” of your finger. No mental counting. 
“Up” to multiply ... “Down” to divide . . . middle 
position to add or subtract—and all automatically! 
The new Victor Calculator prints figures on tape, 
fea just as you would write them. Automatic Constant 
holds figures for repeated division or multiplication. 






s te 7 2 
t] Total Transfer eliminates need for re-entering totals. 
ae Find out how much this Victor “Flick” can do for 
de you — look under “V” for Victor in the adding ma- 
vest chine section of your classified phone Joo WH eee a 
r 71 
ere book or mail the coupon. i | 
ring {| VICTOR ADDING MACHINE CO. 0-1256 | 
| CHICAGO 18, ILLINOIS | 
ig 0 1 Send me brochure on the New Victor Auto- ' 
low pone 1 = matic Printing Calculator, showing all the | ee 
ecia features. ] 
“ye VICTOR ADDING MACHINE CO. | ,,.. 
tl Chicago 18, Illinois i | 
3 th Victor-McCaskey Limited, Galt, Ontario 1 Company I 
lore Manufacturers of Business Machines, 1 Add ! | 
lae Cash Registers, Business and Industrial Systems, . ress } | 
7. Electronic Equipment, Electri-Cars : City State i | 
ll aa Ra Saree e Dis es ean qin eb ahh ath cen eh PE emeni canes eneneanenenem 


For More Information Circle No. 194 
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GOLD STAPLER 

Vail Mfg. Co., 900 East 95th St., Chi- 
eago 19, Ill., makes the Victor Gold 
Exeeutive Desk Stapler, a perfect gift 
for the boss who has everything. All its 
surfaces are finished in gleaming 24-kt. 
gold plate. The Victor features a visible 
load indicator, showing clearly at all 
|times the quantity of staples in the 





your office 
get peak 
period and 
rush work 
done with- 
| 


out adding é 
permanent 
staff? 





|| magazine. The stapler opens automatic 
A. Call your local | | ally when the load indicator is drawn to 


} | the rear, revealing the entire staple rail. 
Manpower, Inc. office fm oy | Longgang: iE 
The large medallion cap is designed to 


for TEMPORARY HELP be comfortable to the hand, regardless 
e TYPISTS e STENOS '|of whether it is tapped or struck. The 
© OFFICE WORKERS Victor has a stapling reach of 4% and 
‘ is capable of pinning and tacking. Aside 

Use our bonded, insured employees 





as long as you need them .. . 4 hrs., : from the mechanical advantages, its low 
a day, a week or longer at low hourly silhouette and modernistic lines provide a 
rates. || highly ornamental utility for the desk. 





over 90 offices from coast to coast 


faat-laleloh 4-1 mm lal om 


820 N. Plankinton Ave. Milwaukee, Wis. 


The Victor is also available in all chrome 
or any one of five colors. For More In- 
formation Circle No. 107. 


ACOUSTICAL TILE 

Elof Hansson, Inc., Acoustical Div., 711 
Third Ave., New York 17, N. Y., makes 
Hansotex aluminum acoustical tile which 
| is low in cost and inexpensive to install 
| because the 2 x 2-ft. units are simply 
| placed on exposed T-runners or Z-run- 
ners. The sound absorbing element is 
permanently bonded to the tile’s face. 
| Washing and repainting may be done by 
| inexperienced maintenance help with the 
tiles in place, or they may be removed. 
Hansotex is fireproof, moisture-proof, rot- 
proof and termite-proof. Units can be 










Manpower, Inc. Franchises 


are still available in many medi- 
um sized markets. If you have 
a good sales background in the 
office field and are interested in 
a real future — write 







Franchise Director 


manpower, inc. 
820 N. Plankinton Ave. * Milwaukee, Wis. 


For More Information Circle No. 310 
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arranged in symmetrical or broken joint 
patterns. The surface markings are | 
slightly directional and varying their 


position forms an additional decorative 
effect. 


Units are fully removable for 


we 








access to the plenum. Will blend with 
and accommodate most all types of light- 
ing, air-conditioning and partitioning. 
Easily changed to modify layouts. For 
More Information Circle No. 119. 


PAYROLL DEDUCTION GUIDE 


Onyx Precision Forms Co., Box 1090 
GPO, New York 1, N.Y., has published 
a 16-page All-Purpose Payroll Guide by 
Joseph Kluger CPA, which combines all 
payroll data in one book. In addition to 
charts for deductions, it contains a com- 
bined deductions chart which covers both 
withholding tax and social security de- 
ductions. This saves time in payroll prep- 
aration and avoids errors by reducing 
the number of entries. Explanatory text 
serves aS a guide when changing over 
to combined deductions. [Illustrations 
and instructions are written in non-tech- 
nical language to simplify the procedure. 
There is a copyrighted method of com- 
puting gross pay from net pay, which 
serves a definite need. Other useful data 
is included in the book, such as break- 
down of weekly pay units to hourly and 
daily rates, and monthly pay to daily 
rates. A copy of this book is $1.25 pre- 
paid from above address. For More In- 
formation Circle No. 154. 


CONTINUOUS SINGLE FORMS 


Arthur J. Gavrin Press, Inc., New 
Rochelle, N. Y., makes single set forms 
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TRY THIS 








MODERN WOOD BLOCK 
STAMP PAD! ...... 


Outlives 
Two 
Ordinary 
Stamp 
Pads 





Wood Block is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 
Ink dries instantly on paper 
yet never dries in the pad! 

Pad surface is always flat and 
firm does not collect lint! 


Ink cannot gush up between 
the type causing a biurred 
impression! 

Impressions are always 
strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will not stand on surface as 
with ordinary pad! 
Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


Frnee SAMPLES gladly sent to interested Dealers! 


L. A. PHILLIPS, President 


ins 





Vrecwaires 
ass08 





Peoryrs Ctam-raint 
wooo stam 





PROCESS / CO. 192 mit st. rocwester 14, NY 


For More Information Circle No. 317 
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FOR AND ABOUT 
PART TIME PERSONNEL 
IN NEW YORK CITY... 


. . « You can clear up peak load problems 
in your office by using SIGNAL to supple- 
ment your regular office staff, For typists, 
clerks, etc., by the day, week or month... 


SIGNAL MUrray Hill 7-1934 


SIGNAL OFFICE SERVICES, Inc. 
415 Lexington Av., New York 17, N. Y. 








For More Information Circle No. 303 





INVESTIGAT 
Before you BUY 
Visible Equipment 


Sig-Wa-lok® | 


insertion suspension 


PATENTED 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn 





Please send free Booklet on SIG-NA-LOK. 


| in continuous style to increase the writ 
| ing production of individual forms sets. 


Thus writing of sets is continuous, elimi 
nating the unproductive handling of unit 


forms sets such as picking up forms and 
| inserting in machine. Paper parts com- 
| prising the continuous strip are specially 


edge-pasted on either the left or right 
hand No required. 
The strip is marginally punched on one 


margin. staples are 


| or both vertical margins to allow for the 


use of pin feeding devices. It of 
course, be friction fed. The carbon paper 
used in this (not 


perforated between sets nor punched in 


may, 


form is unprocessed 


any position) but, nevertheless, it tears 
de 
carbon-free 
flexible) stub per 
in the usual 


fashion. For free samples, Circle No. 113. 


cleanly when an 
tached the 
margin opposite the 


individual 


strip. A 


form 1s 
from 


mits snapping single 


sets 


LIST FINDERS 
Bates Mfg. Co., Orange, N. J., has com 
pletely telephone list 
finders, including the A, K, Crusader and 
Cavalier They have added the 
Coronet, with a new, single action mech- 
anism. Bates now makes 22 different 


redesigned its 


models, 


models in a wide variety of color com 
binations and Among these are 
solid blues ivories and simulated 
woods such as’ birch, walnut, mahogany 
and maple, some of these with contrast- 


styles. 
and 


| ing color bases. Two models have the 
authentic red and black Wallace plaid 


For More Information Circle No. 304 
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motif on the front panel. The Cavalier 
line has two new models, one with a pink 
leather panel on a brushed nickel cover, 
the other an off-white ivory leather 
panel on a gold plated cover. Bases on 
both these models pick up the color of 
the leather. In all, there are now six 
different models in the Cavalier line. Al 
though the company has been making list 
finders for more than two 
first time they are 
producing a complete line of list finders 


for office use 


decades, this is the 








FREE: Handy desk or wall chart 
of Postal Rates, with parcel 


post map and zone finder 


for the home. The list finders are in 
retail price range from $1.95 to 
For More Information Circle No. 


every 
$6.95, 


129. 


COFFEEMAKER 
Powell Enterprises, Inc., Box 68, Port- 
land, Ore., portable Koffee- 
Kaddy for the executive or small office 
or isolated department. Made of enameled 


makes the 


sheet steel in executive gray, the Koffee- 


Kaddy is designed to be available imme- 


big hit... 
no errors! 


e This precision-made PB scale 
makes a big hit on your mail desk 
saves time, money, and postage 
e Its automatic pendulum 
mechanism registers instantly and 
accurately. The large, widely 
spaced markings can be read 
correctly at a glance. 
e Prevents loss of postage through 
overweighing. Saves loss of good 
will (and mail delays) through 
underweighing, which results in 
annoying “‘postage dues.” 
e There are models for every 
office, large or small, including 
a parcel post scale of 70 lb. 
capacity. Ask the nearest PB office 
to demonstrate. Or write for free 
illustrated booklet. 


pitney-nowes Mailing Seales 


PirnEy-BoweEs, INc., 3487 Walnut St., Stamford, Conn. 


Made by the originators of the postage meter . . . offices in 94 cities in U.S. and Canada 


For More Information Circle No. 314 
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the 
important 
thing ... 


CARBON PAPERS and RIBBONS 


is the positive improvement 
you'll find in your originals 
and copies . . . the cleaner, 
sharper, always more legible 
impressions these fine prod- 
ucts produce for you. 


Codo, you see, uses only the 
world’s finest materials 
employs only the most scien- 
tific methods .. . inspects the 
quality CONSTANTLY. 


@ MOREOVER — with each box of 
Codo Super-Treated Carbon Paper 
you receive, at no extra cost, Codo’s 
famous Carbon Gripper — a patented 
device assuring perfect carbon copies 
every time. Order a box TODAY! 


CL — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 








For More Information Circle No. 294 
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diately. closes to 17” 
2a" 
four cup electric 
pitcher, supply of paper cups and plastic 
spoons. Compartment for sugar, powdered 
or enve- 


Its portable case 
It comes complete with 
percolator, 2-qt. water 


x 74" 


cream or coffee jars, tea bags; 
lopes of soups and bouillon cubes. It is 
easy to clean, saves time for coffee 
breaks. Koffee-Kaddy lists at $29.50. For 
More Information Circle No. 137. 


PHOTOCOPY MATRIX BOX 

Eastman Kodak Co., 343 State St., 
Rochester 4, N. Y., announces that added 
efficiency and convenience for users of 
the Kodak Verifax Signet Copier are 
made possible with a Matrix Dispenser 
Box furnished with their Verifax photo 
copy machine. Designed to facilitate the 
handling of matrix paper for the Veri- 
fax Signet Copier, the dispenser consists 
of a hinged-cover box with a sliding 
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feeder. A handle, fastened to the feeder 
and extending through a slot in the cover 
of the box, can be manipulated to re- 
move sheets of matrix. Either legal or 


letter size matrix sheets may be used in|} 


the dispenser. While the dispenser will 
be furnished with new Verifax Signet 
Copiers, it may also be purchased sepa- 
rately from Kodak dealers. For More 
Information Circle No, 153. 


OPEN SHELF FILES 


Borroughs Mfg. Co., 3010 North Bur- 
dick, Kalamazoo, Mich., makes Open 
Shelf Filing Units with open fronts, and 
closed backs. Units are made in 72” and 
84” heights and outside width is 36”. 
Single-face units are 12” deep outside; 
double-faced units, 24” deep. The sliding 


shelves are adjustable without bolting. 
File supports (7” high by 9” deep) snap 
into place at any point along the shelves. 
Illustrated catalog, containing complete 
specifications of Borroughs Shelf Files 
which save over 50% in filing space and 
costs, is free from above address. For a 
Circle No. 141. 


copy, 
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X CHANGES | 
JAN. 1, 1957 


BE PREPARED... Order Your NEW 
DELBRIDGE 


Social Security and 


Withholding Tax Charts... NOW! 


The increased social security tax rate of 24% re- 
quires new deductions from employees’ earnings. 
DELBRIDGE Social Security & Withholding Tax Charts 
feature these new deductions including withholding 
taxes. Deductions are pre-calculated for you and 
specially arranged in horizontal line for quick, easy 
and accurate recording! 

Advantages like these have already made DELBRIDGE 
CHARTS a favorite with thousands of companies! 


Faster than machine or hand figuring! 

Cut costly computing errors! 

No skilled help or experience needed! 

Four separate editions cover all payroll periods: 
(1) Weekly—$1.00 to $450.00(2) Bi- Weekly—$1.00 
to $1050.00 (3) Semi-Monthly—$1.00 to $1050.00 
(4) Monthly—$1.00 to $1300.00 


_ © Two-color printing, large bold type makes reading 


easy! 


Without obligation, try DELBRIDGE Social Security & 
Withholding Tax Charts for 10 days. You must be 
100% satisfied or you owe nothing! If you keep the 


charts, just “‘0.K.” our invoice at the rate of only 
$3.50 for each copy. Write today... specify quantity 
wanted and payroll period. 


DELBRIDGE CALCULATING SYSTEMS, INC. 


Pre-Calculated Tables for Business & Industry Since 1890 
2504 Sutton Ave, St. Lovis 17, Mo. 


For More Information Circle No. 295 
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ROTARY 
FILES 


Over 1590 Models availap| e 


THE WORLD'S ( th r 1a Size 
LARGEST SELECTION : me 0 car per one ito 
OF MOTORIZED & : 


to a 
fo rtably Seated operate, 


MANUAL FILING bre oat =s 
EQUIPMENT. eading com. 


One un 
different. ren2!os _ Several 


ec 
FERRIS BUSINESS EQUIPMENT ord sizes 


45 Seymour St., Stratford, Conn 


Folds 
120 letters 
a minute! 


PORTABLE 
FULLY GUARANTEED 


F old-O-matic 
DSK MODEL FOLDING MAGN 
DUPLICATING EQUIPMENT AND SUPPLIES 


PRINT-O-MATIC CO.,INC. Chicago, Illinois 





For More Information Circle No. 324 





GENUINE ENGRAVED 
LelsanlsADs 
DIES ano PROOFS OO ‘For 


' 1000 
Goreure Business ; 
Te eee manusceiey 
BUSINESS ANNOUNCEMENTS 500 ONLY $28 
heels YOUR LETTERHEAD TO THIS AD... 











WAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5, ACABAMA 
____ For More Information Circle No. 325 





CASH REGISTER 


WORLD 
Nae) = 
SERVICE 


CASHERE CORPORATION © 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill 


For More Information Circle No. 326 


LITERATURE 
from the 
Manufacturers 


Forms Requirements 


Forms, Ine., Niagara 
14 page booklet 


needed to control 


Moore Susiness 
Falls, N. Y., 
describing the 


offers a 
torms 
the nine key b 


isiness operations: pur 


chasing, rece stockkeeping, pro 
billin 


. It illustrates a break 


ection, selling, delivery, yg, collect 


¢ and disbursing 


down of each operation to show just how 
many different form are 
purpose. This should 
prove enlightening when checked against 
vour present forms. The booklet is called, 
‘*Forms for the Nine Key Operations of 
Business.’’ For a free Circle No. 
143. 


copies or each 
required for each 


copy f 


Type Specimen Sheet 
Eastern Corp., 
turers of the 


3Jangor, Me.., 
Atlantic and 
papers, 
ing by popular request 


manufae 
Manifest 
is again reproduc- 
a specimen sheet 


grades of fine 





Pd , 











CALCULATING MACHINES 


DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 4911 


For More Information Circle No. 266 


AN AMAZING NEW INVENTION a aaiUtisy-S ge 


q|| EJECTOR WHEEL - 
STREAKS 


even over solid printed areas 


MULTILITH PRESSES ec P Now, for the first time, you can do away with all printing 
; Sp streaks due to ejector wheels running over printed areas 

This simple, but ingenious new STREAK ELIMINATOR is a necessity 

for every Multilith press. Simply insert wiper pad, squeeze on some 

cleaning fluid, and merely snap on STREAK ELIMINATOR to 

Ejector Wheels (as illustrated above). wer wey Presses are now 

CUTS PAPER WASTE! ready torun.. . free of Ejector Wheel Streaks. Besides the obvious 

| CUTS PAPER WASTE! | savings in running time, you can DO AWAY WITH PAPER WASTE by 


“ printing on stock pre-cut to finish size. The EJECTOR WHEEL STREAK 
ELIMINATOR will pay for itself on the first few jobs you use it: 


UNCONDITIONALLY GUARANTEED. 


(RR RERRERRRRRERERE RRR ESE RE SRE EEE S| 
THE EJECTOR WHEEL STREAK ROLL-O0-GRAPHIC CORP., 
ELIMINATOR comes complete 133 PRINCE ST., N.Y.C. 
with a full year’s supply of pads, DEPT OF12 
plastic squeeze bottle, and a gen- Gentlemen: 
erous supply of STREAK ELIM- 
INATOR FLUID. Additional 
wiper pads can be _ reordered 
through your authorized ROLL- 
0-GRAPHIC dealer. 


my order fo sets 
Wheel Streak Hiliminators. I 
understand this unit is completely and 
unconditionally guaranteed. 


NAME TITLE 


Susseeeueaaaay 


MANUFACTURED BY 


ROLL-O-GRAPHIC CORP. 1s: emcestiave ietatcscccwarec: 3 


For More Information Circle No. 265 
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"It's CLEAN, QUICK 
and EASY with 


Duplisette m=. 


icarson cory) 


READY-MADE 


SECOND-SHEET 


and 


CARBON SETS 


FOR ALL TYPEWRITTEN 
CARBON COPIES 


Prove it to yourself with this free offer:— 
Duplisettes give you fast, clean carbon copies 
—NO more smudged fingers, NO more dirty 
letters, NO more collating, NO more fussing 
with loose carbons! Size 8% x 11 in white, 
canary, pink, blue and green. 


Send for FREE SAMPLES—today! 





DISTRIBUTORSHIPS AVAILABLE 
CARTERET PRINTING COMPANY 


480 CANAL ST., NEW YORK 13, N.Y. * WOrth 6-1454 


VISO- 
DESKPLATE 


a shelf plate to 
fit most yw desk Permits clear, quick 
ee; reference to phone 

lists, calendars, price 
schedules, etc. 
Reference material 
quickly added or 
changed by simply 
lifting hinged plate. 
Provides an excellent, 


crystal-clear writing 


surface. 

Protects reference ma- 
terial from wear and 
tear of everyday use. 


Material easily changed @ Adheres to either wood ' 


#4] ; or metal. 
~ aaa the hinged Practically unbreak- 


able. 
@ Standard size 12'/2” wide x 15’ long. 


Available at your Stationer & Office Furniture Dealer ' 


D. C. HEY CO., INC. 


422 So. 7th St. Minneapolis 15, Minn. 


For More Information Circle No. 233 








Scggest 
Value 
of rt 
“Time! 


The small _ invest- 
ment in a PIONEER 
PAPER DRILL is 
soon repaid and 
then goes on mak- 
ing ‘money for you 
instead of someone 
else. Eliminates costly time-consuming ‘'farm- 
ing-out." 
You pay for a PIONEER whether you buy one 
or not. 


Anyone can operate. A production machine with 
such quick set-up that short runs are a special 
delight. Accessories for cornering, slotting and 
slitting. 


Send for Literature Now. 


PIONEER 


1130 NEBRASKA « TOLEDO 7, OHIO 


For More Information Circle No. 234 


A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


~fYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 


‘ Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 

Es tel 








lasting propel-repel refills. 
Order from your dealer or 

send 50¢ and dealer’s name. 
THE ERASER CO., INC, 

1068 S. Clinton St., Syracuse 4, N. Y. 





For More Information Circle No. 235 
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on Square-Serif types. Square-Serif type 
faces are not new, the faces being de 


veloped in France at the beginning of 
the 19th century. Originally designed for 
display hand bills they were 
called Egyptian because of their dark 
ness as compared to other type faces at 
that time. Actually 
variations of the 


lines in 


there are 
original type face. 
Square-Serif was revised about 1920 with 


many 


a face called Girder and gained favor as 
a face that reflected the spirit of mod 
ern times. In recent 
into widespread use in text as well as 
display and today 

available in all 
Eastern’s 


years it has come 
lines Square-Serif 
faces are and 
type 
specimen sheet is lithographed on Mani 
fest Bond in three 
‘available from Eastern 
earry Atlantic and 
Circle No. 142. 


sizes 
weights. Square-Serif 
colors. Copies are 
Merchants 
Manifest 


who 
papers, or 


Peakload Personnel 

Ine., 820 N. Plankinton 
Ave., Milwaukee, Wis., offers a 24-page 
booklet, ‘‘The Inside Story of Tempo- 


Manpower, 


Manpower, Fre 





ae 


4 


the Inside 
story of 
lemporary 


Help 


=~‘ 


rary Help,’’ which describes the role of a 
temporary help service in business. The 
booming demand for temporary help serv- 
ices to meet periodic peaks, emergencies 
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easy 
ase. 


em 
o=< 


Ya 


falling off 
a log 


SEE 
PAGE 20 


eoereeeeeeeeeeee 
eeseeeeeeeeeeeee 


ereeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


For More Information Circle No. 269 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 
For fast, accurate 
typing of bottom 
line index on all 
visible cards 
10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 


280 Main St., Worcester 8, Mass. 
For More Information Circle No. 342 
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File Suspension System 
Patent Upheld by 
Court of Appeals 


99 


PARIS, FEB. 22, 1956.—The 
Court of Appeals upheld the Chauvin 
Patent No. 804,724 for the so called 
CVS Files and the method of suspending 


them. The Court found that this pat- 


Paris 


ent constitutes incontestably in itself 


a new means which is not described in 
that 
Co.-Ets 
charged 


were cited by 
Marchand 


with 


prior 
the Organos 
Chauvin 


patents 
which 
had infringe- 
The further 
stated that Chauvin equipment consti- 


ment. Court’s decision 


tutes a new, patentable combination 
affording the advantages of high sta- 
bility and effective protection for the 
edges of files, and that the novelty of 
this combination is not found in prior 
to the 


Court’s decision, this is a new business 


patented devices. According 
product which provides a classification 
system in which the files are suspended 
by their free edges in such a manner 


of 


continuous classifi- 


as to permit either a classification 
individual files or a 


cation. 


The infringing company was ordered 
by the Court to immediately pay Chau- 
vin one million francs, plus damages to 
be decided by experts. 
other 
ordered 


All impounded 


and infringing equipment was 


to 
Chauvin if possible, otherwise paid for 


confiscated and delivered 
by a sum equal to its present-day com- 
mercial value. The Court also ordered 
the publication of its decision at the ex- 
pense of the infringing company. (Advt.) 
For More Information Circle No. 336 


156 


: for national 
* pany. Typewriter and other business ma- 
: chine experience decided asset. Younger 
i man 
i dealer sales and administrative planning 
: plus understanding of sales promotion and 





or rush assignments is graphically out 
lined in a description of the firm’s wide 
variety of services, from typing and sten 
to 
factory and convention work. The book 
let details the 
of the service, quotes comments from the 
the the 
operation of Manpower’s sales and dis 


ography market research, surveys, 


also cost-saving features 


press on subject and explains 


tribution affiliate, 


to 


Salespower. It is dedi 


cated every type of industry and 


business interested in keeping its opera 
tion at a constantly smooth 


Circle No. 


operating 


vel, bh ra opy, 150. 


Office Furniture 
Mfg. Co., 652 N. Highland 
Lil., a 72-page 


their Style Line steel desks, 


Bentson 
Ave., 


catalog of 


Aurora, have issued 





tables, eredenzas, bookeases and- com 


actual 
There 


shown in 
detail. 


panion units which are 


installations as well as in 


SALES MANAGER 


business machine sales com- 


(33-45) preferred. Knowledge of 


advertising essential. Willing to travel. 
Write salary expected and resumé. Replies 
held confidential. Box O-12, Office Publi- 
cations Co., 232 Madison Ave., New York 
16, N.Y. 
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is a section on Top-Flite steel filing cab- 
inets and accessories, as well as Bent- 
son’s new Sectionette modular units. 
These comprise pedestal and drawer 
bases for various size tops, bookshelf and 
cabinet combinations for assembly into 
work centers. The catalog is color coded 
for fast reference. For a copy, Circle No. 
148. 


Records Control 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., offers an 8 page booklet deserib- 
ing how industry and business can de- 
crease operating costs and _ achieve 
greater profits by improving records 
control. Entitled ‘‘These White Ele- 
phants are Made of Paper,’’ the booklet 
outlines various solutions to the increas- 
ing paperwork problem. The records 
producing equipment of modern business 
(electric typewriters making up to 15 
copies, duplicating equipment capable of 
producing 150 copies per minute, and 
tabulators that print up to 100 lines per 
minute) is creating a white elephant 
whose enormity can weigh down an en 
tire organization. This condition is indi- 
cated by increasing personnel and space 
costs, lost executive time and unnecessary 
equipment expenditures, The first step in 
establishing records control and cutting 
down the size of this white elephant is 
an inventory and appraisal of all exist- 
ing records, and the setting up of a re- 
tention schedule. For the booklet, Circle 
No. 149. 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 

were FOR Cre 
CAN-p 


32 MCWILLIAMS ST 
FOND DU LAC WIS. 


For More Information Circle No. 333 
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WE SPEOIATIE 


“ne 


SS COMPANY 
SALSTLD g1 WE, 
ome, ONCAGO 72. ty, 


your office forms 


SHARPER, CLEANER, 
MORE PROFESSIONAL 
CANODE PREMIUM 


The finest fast-drying, black-oil base 
duplicating ink on the market! 
® Minimum penetration 
® Minimum otfset 
@ Eliminates cylinder and pad clogging 
@ For open or closed cylinders in any 
climate 
® Will not destroy stencils 
In 1-Ilb. and 2-ib. cans 
Write today for name of your nearest dealer 


INK SPECIALTIES CO., INC. 
519 N. Halsted St. © Chicago 22, Ill 


For More Information Circle No. 334 
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Record SPAA Meeting 


With attendance at 1500, the 
International Systems Meeting in Phila 
delphia, Oct. 22-24, smashed all previous 
records for the Systems & Procedures 
Assn. of America’s annual get-together. 
The general offered a 
variety of systems talks. The ever-popu 


1956 


sessions yreater 
lar seminars were so oversubscribed that 
so that 
accommodated. An 


seminars were added 
everyone could be 
attentive and enthusiastic reception was 
accorded the closed circuit TV 
tion of the Philadelphia Naval Aviation 
Supply Office’s inv entory control problem, 
handled by an electronic computer. A 
panel of ASO Naval personnel described 
their procedures, showed the computer in 
live 


concurrent 


presenta- 


action and subsequently answered 


questions from the audience. The manu- 


facturers’ exhibits, from elec- 


tronic processing and reproduction equip- 


ranging 
ment to forms and accessories, were well 
attended. This 1956 meeting inaugurated 
the annual International Systems Award, 
conferred on ex - President Herbert 
Hoover for his contributions to systems 
work as chairman of the Commission on 
Organization of the Executive Branch of 
the Government (Hoover Commission). 
The 1957 meeting will be held at the 
Statler Hotel, Los Angeles, Oct. 7-9. In- 
formation can be had from general chair- 
man Leslie Matthies, Northrop Aircraft, 
Ine., Hawthorne, Calif. 

NOMA Conference Schedule 
National 
Assn. are scheduled 
1958 Chicago, 


Coming conferences of the 
Office Management 


in 1957 for Los Angeles, 


Some of the 1500 
registrants at a ses- 
sion during the In- 
ternational Systems 
Meeting in Philadel- 
phia, Oct. 22-24. It 
was the biggest 
meeting to date of 
the Systems & Pro- 
cedures Assn. of 
America. 
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PATENTED 
EFFICIENCY 
in the 
Use of 
CARBON 


. Automatic 
Alignment. 


. Automatic 
Rotation of 
Sheets for 
longer wear. 


. Automatic 
Warning of 
last typing 
lines. 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 


For Foreign, Write for Prices, Samples and Territory to 
Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 


For More Information Circle No. 191 





TOTALLA 


adding listing 
machine 


capacities up to 
12 listing 
13 totaling 


Le Uy Y | | ? 
OO 


capacities 
up to 10 x 11 x 21 


LAGOMARSINO- PAI 
Viale Umbria 36 
Milano (Italy) 


HAND MODELS ALSO AVAILABLE fi 


For More Information Circle No. 217 


-_. 
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1959 New Orleans, 1960 Detroit. The 1961 
New York 


However, there 


conference will take place in 
City, as May. 


machinery and equip 


usual in 
will be no office 
ment exposition in the usual way in con 
junction with the conference in 1961. 
Instead NOMA and the Office Executives 
Assn. of N. Y., New York NOMA chapter, 
will collaborate in promotion of the Na 
New 


Business Show in 


October, 1961, 


tional York in 


Biggest Business Show 
The 53rd annual National 
Show attracted a total attendance of 
132,482 to the New York 
October. It was also the biggest show in 


3usiness 
Coliseum in 


the number of exhibitors. Observers who 
are familiar with European business ex 
National 
for the first time topped 
held abroad. All 


to do it, in this coun 


positions said that this year’s 
Business Show 
anything of its kind 
that 


try was the erection of 


was neceessa&ry 
a building such 
as the Coliseum which has the space and 


facilities to present an exposition of this 

Next National Busi 
will be held in the New York 
Coliseum, Oct. 28-Nov. 1. 


magnitude. year’s 


ness Show 


Free Testing Material 
William Bradford, 


Corp., announced plans to make quanti 


president, Letterex 


ties of Letterex available free of charge 
for production and efficiency tests of office 
letter writing. The offer is made to office 
managers and methods analysts of any 
accredited who 
wish to make the test under present oper 


management association 


ating conditions and send test results to 
‘*We are interested in the 
increase in the 


Letterex Corp. 
per cent of number of 
letters 
Paper sets are used instead of loose ear- 


second sheets,’’ Mr. 


written when Letterex Carbon 


bons and 3radford 
said. Full information regarding the test 
had from Letterex Corp., 1640 
Connecticut Ave., N.W., Washington 9, 
D.C. You may also inquire through your 
local dealer. 


can be 


 & 


A ine 
e 


wae 


A portion of one floor's exhibits at the 1956 National Business Show in New York. 
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Blue Cross to Use Datamatic on any subscribers’ medical and hospital 

A Datamatie 1000 will keep track of history in less than two minutes. 
hospital and medical records of more Business Teachers Convention 
than 3% million Michigan residents be- The 59th Annual Convention of the 
ginning early in 1957, according to Rob National Business Teachers Assn. will be 
ert J. Koch, director of the office man- held Dec. 27-29 at the Palmer House, 
agement division, Michigan Hospital Chicago, according to Leslie J. Whale, 
Service. The system will complete the NBTA president. For complete informa- 
25,000 daily MHS transactions and record tion write to Mary E. Plunkett, Crane 
changes in less than two hours. A special Junior College, 2245 W. Jackson Blvd., 
file reference unit will locate and report Chicago 12. 


“SPLIT-SECOND” PAYROLL TAX. COMPUTER THE SLOW WAY 
4 PAYS 

FOR ITSELF 
IN 30 
DAYS 


Why toil with dog-eared charts 
and reams of figures, when pay- 
R rolls can be so simple... 


CALCULER-D NEVES soveTe THE AYRES WAY 


One of the greatest time savers Interchangeable 


offered payroll clerks, auditors drums permit chang- 
ing charts for tax 





and bookkeepers since F.1.C.A. & 
and Withholding Tax went into ‘€V!s!ons. as 
effect. Used by concerns em- SOLD ON ; - 
Mie MET ACT ET uaa A ‘wist of the fingers... and 
complete F. |. C. A. and With- 
FOR ANY PAYROLL SCHEDULE 


DAILY * WEEKLY © BI-WEEKLY * MONTHLY + SEMI-MONTHLY holding Tox deductions ere er 
Uses government approved calculations a single line... Saves 50% time. 


See your local stationer or write direct to 


‘ Tested through u: 
AYRES CORPORATION, BOX 1081, WILMINGTON, CALIF ee 


by leading concerns.” 


For More Information Circle No. 292 


— — STATIONERS ... PRINTERS... AGENTS... 





PROFIT 
IN FORMS! 


ONE-TIME .$%3%057° CARBON FORMS 


The 1,015 dealers who sell Snap-Easy Forms get 
lucrative discounts ... their own imprint on forms 
. + « protection on repeats. 1,015 dealers are mak- 


“=~ - 
New Carbonless ing (Snap)-Easy money—So can you! Write today. 
Forms, Too! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plant: Denison, Texas 


For More Information Circle No. 283 
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(Continued from page 73) 


confined to the classrooms but, as the 
students completed their courses and 
moved on to typing jobs in the firm, 
many asked to take their lift-boxes with 
them. As interest was aroused among 
other employees, Miss Irion toured the 
company offices giving demonstrations 
and setting up other machines with lift- 
boxes. G. F. Kohl, manager of home 
office training of this company, wrote 
me recently, “We are quite pleased with 
the results of her program and are mak- 
ing some use of it.” 

The slowness of office managers to 
provide adjustable equipment for their 
workers can in some measure be at- 
tributed to the unavailability of adjust- 
able platforms in the regulation drop- 
head or side-platform desks. 

Dr. John E. Whiteraft, Associate 
in Business Edueation, University of the 
State of New York, wrote me not too 
long ago, “I realize that manufacturers 
of drop-top desks have difficulty in de- 
signing a typewriter desk that can be 
adjusted from 27” to 30” in height. We 
in this office would welcome this type 
of desk on the market and would cer- 
tainly recommend it for consideration 
for use in the schools of New York 
State.” 

A proposed design of such an adjust- 
able desk appeared in the American 
Education Yearbook in 1948, but the 
author of the’design wrote me recently, 
“Sorry, there is still nothing new on 
this desk. We are still hoping that some 
day we will be able to do something 
about it.” 

General Fireproofing Co., Youngs- 
town, Ohio, produces lift-boxes of the 
kind previously described, but writes 
diseouragingly about an adjustable plat- 
form, “It would not be very practical to 
make the typewriter shelf adjustable 
without some changing of the interior 
structure of the pedestals that must sup- 
port the shelf. 

It is a well known fact that we give 
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NOW... offered to you 
for the first time! 


“MANUAL OF MODERN PLASTIC 
AND LOOSE LEAF BINDING.” 


This handsome, elaborate Manual—colorfully 
GBC plastic bound—has been months in 
preparation and is one of the most expensive 
and idea stimulating books ever offered’ for 
selected distribution. Illustrates the many ad- 
vantages of the modern GBC Binding System 

.. increased efficiencies ... savings in time 
and money ... greater prestige, readership, 
and life for catalogs, reports and presenta- 
tions. Pages lie flat—turn easily. You and 
your staff will want to examine this informa- 
tive manual. 


@ Send for your FREE copy today. 





Supply is limited. 


General Binding Corporation 
812 W. Belmont Ave., Dept. 0-12, Chicago 14, III. 

















For More Information Circle No. 280 


PLYMOUTH 


Rubber 


OUTSTRETCH 
OUTLAST 
ALL OTHERS 


Good Housekeeping 
Los sowrenste AE y 


Notionally Distributed 
Available at your 


PLYMOUTH RUBBER 
Regular Suppliers COMPANY Inc., 
Bands for Every Purpose Canton, Mass. 


For Nore Information Circle No. 281 
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ORGANIZATION CHARTS 


Your Letterhead STOP (ostty REDRAFTING oF 


THE 
COFFIELD 
EVERLASTING 
Interchangeable 
ORANIZATION 
CHART 
A typist, a typewriter and typing paper 
are all you need to keep your chart up to 
is a permanent and date. It’s that simple! 


constant salesman 


choose it with care 
USE EXTRA BULK 20 LB. 


ENPACO RAG BOND 


WITH MATCHING ENVELOPES 


3 | © Sizes to Fit An Or anization Structure 
the best costs no more | © All Parts Are Movable and Re-uscble 
* Photographs for Sharp Prints 


Write for Free Illustrated Folder 


ENVELOPE 4x0 PAPER CORPORATION | with Price Schedule No. 0-12 
480 CANAL STREET NEW YORK 13,N.Y. WORTH 6-2886 MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
For More Information Circle No. 258 


l%e PRESIDENT 


MAXIMUM CAPACITY DRAWER KEY 
FILE FOR LARGE INSTALLATIONS 


ASK YOUR PRINTER FOR SAMPLE SWATCH BOOK --OR CALL 


For More Information Circle No. 255 











Put efficiency in your 


mail operation! This 


IDEAL for a Master 
Control system, its 
large capacity allows 
multiple-systems op- 
your mail depart- eration within the 
ment categorize in- same unit for tighter 
coming mail for control, more con- 
TOM Cmte 3| venience, The height 
| of a 4 drawer letter 
file, it is available in 
six “complete” Tel- 
| Kee Systems, start- 
_— ing at 1700, 


-order today 


double-deck pol- 
ished aluminum mail 


cart by Chesley lets 


livery. Lower basket 
for out-going moil 


Both boskets are re- 


Write Dept. OP-7 for de- 
W x 297," H tailed President Specifica- 
W x 29%" H tions and for our new cata- 
: log of ‘‘complete’’ Tel-Kee 
Systems, for any require- 
$00 F:O.B DETROIT ment, large or small. 


El CHESLEY INDUSTRIES | | __ re moone kev CONTRO! 


24777 TELEGRAPH ROAD P.O. MOORE, INC. + A SUBSIDIARY OF SUNMOC CORP 
DETROIT, MICHIGAN GLEN- RIDDLE, PENNSYLVANIA 











For More Information Circle No. 256 For More Information Circle No. 257 
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only passive attention to new ideas that 
apparently do not affect us directly. Em- 
ployees are too often timid about voic- 
ing their difficulties to the boss. Here 
are a couple of complaints: “My desk 
isn’t high enough; I’m always bumping 
my knees.” “Lifting the typewriter al- 
most breaks my back, it’s such a stub- 
born old thing! And the release gadget 
is placed so that it almost mangles my 
fingers.” These difficulties are a threat 
to the employee’s well-being and the 
office manager should correct them. Un- 
fortunately, office managers will con- 
tinue to be slow to improve conditions 
until they are shown that the improve- 
ment will directly affect production. 
Manufacturers of equipment will be slow 
to redesign equipment until they are 
convinced that the demand is sufficient 
to warrant engineering costs. 

Small desks with adjustable wells 
have been developed by several school 
equipment manufacturers. Adjustable 
tables are also available for those who 


are willing to replace outmoded desks 
with up-to-date ones. 

A nationwide chain system 
tested and adopted a sturdy metal table 
with an adjustable top 20” x 36” which 
can be raised from 251” with a 
non-removable crank that automatically 
locks in position. Non-skid glides on 
each leg prevent creeping. These glides 
can be adjusted to compensate for un- 
even floors. The individualized equip- 
ment enabled the typists in this firm 
to produce 30% more work per eight- 
hour day. As the salary of these typists 
averaged $50 per week, a 30% increase 
in work output meant $15 per week 
more net profit, and for the year on each 
table a total of $780. 

An L-shaped work unit can be had 
with an adjustable table for the type- 
writer and a matching desk placed at 
right angles to it. With a swivel chair, 
the operator is able to reach a wide 
range of equipment and still have proper 
height for typing. 


store 


to 33” 


FOLD 


Aa. 


most everything! 
The PREMIER AUTO-FOLDER 


Pays for itself almost Immediately! Here 
is the lowest priced, Fully Automatic Folder 
made. Saves valuable time wasted by old 
fashioned hand folding. Imagine, up to 7200 
pieces an hour! Makes the seven most-used 
folds, changed instantly by the flick of a 
switch. Handles up to seven sheets at a 
time for reports, sales bulletins, surveys, 


etc. Simple to learn and operate. Rugged 
steel construction throughout, in Silver Grey 


Hammerloid finish. 


LOWEST PRICED FULLY AUTOMATIC 


FOLDING MACHINE MADE! 


Dealers: Some territories still available 
on exclusive franchise. Write today 


Hand 
Operated 
$89.95 
Motor 
Operated 
$129.95 


MARTIN-YALE, INC. 


2100 WEST FULTON STREET, CHICAGO 12, ILLINOIS 


For More Information Circle No. 267 
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OEMI Elects Nordberg 
Harry M. Nord- 
berg, sales and serv- 
ice vice president of 
Inc., 
presi- 
dent of Office Equip- 
ment Manufactur- 
ers Institute. He 
had served as senior 
vice president and 
director. Mr. Nord- 
Wany Ma, Cerdberg berg has been with 
Pitney-Bowes 1934, as salesman, 
branch manager, regional manager, prod- 
uct sales manager, general sales manager 
and, since 1949, vice president for sales 

and service. 


Pitney-Bowes, 


was elected 


since 


Millers Falls Elects Hosmer 

Election of Walk 
er J. Hosmer as 
executive vice presi- 
dent and_ general 
manager of Millers 
Falls Paper Co. was 
announced by the 
board of directors. 
R. F. Chapin, who 
recently completed 
45 years service 
with the company 


Walker J. Hosmer 
and had been gen- 
eral manager, was reelected president. 
Mr. Chapin plans a less active work 
schedule effective Jan. 1. Mr. Hosmer 
joined the company briefly in 1943 before 
entering army service for 2% years. He 
returned in 1946 as head of the cost 
accounting department. In 1948 he joined 
the sales department and in 1949 was 
elected a director and treasurer. In 1953 
he was made vice president. Mr. Chapin 


166 


a book 


absence 


joined Millers Falls in 1911 as 
keeper. After a year’s leave of 
in World War I he returned to 
a position in the sales department. In 
1934 he was named vice president and 
manager and in 1949 elected 
president and manager. Millers 
Falls is‘a leading manufacturer of cotton 
content both onionskin 
standard Their 
Ezerase, 


assume 


sales was 


general 


and 

well-known 
Old Deerfield 
3ond, Millers Falls Onion Skin, Opaque 
Parchment 


fine papers, 
weights. 
brands include 


and Translucent papers. 

Farwell Heads Underwood 
Fred M. Farwell 

was appointed chief 

executive officer by 

the board of direc- 

tors of Underwood 

Corp. He 


tinue 4a 


will con 
president. 
became 

1955, 


has 


Since he 


president in 
Underwood 
made extensive 
; Fred M. Farwell 
management and or 


ganization changes directed toward ex 


pansion of marketing, manufacturing and 
Emphasis is being 


research activities. 


placed on electronic computers, inte 
grated data processing systems and peri- 
pheral equipment. Before joining Under- 
wood, Mr. Farwell was 
president of S. C. Johnson Co. and prior 
to that vice president of IBM World 


Trade Corp. 


executive vice 


Baltimore Names Alt and Grim 
George W. Alt Jr., operating sales man- 

ager of Baltimore Business Forms Co., 

was elected vice president. Mr. Alt 
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NO MATTER WHO... 


needs a fine typewriter, OLYMPIA is the 
answer. Whether it is a machine for heavy 
duty office use, or a smart portable for the 
professional man or student, OLYMPIA 
offers you the best typewriter on the market. 


See your dealer, the man with the "“know- 
how" about typewriters. Let him advise you 
and you can't go wrong. 


REMEMBER ... OLYMPIA writes best of 
all — Because it's built 
best of all. 











INTER-CONTINENTAL TRADING CORP. 


90 WEST STREET NEW YORK 6, N. Y 


For More Information Circle No. 253 
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For the best in 
USED MONROE 


CALCULATORS 






































You can depend on the quality and condi- 
tion of our used Monroe Desk Calculators 
—offered by the only outlet directly author- 
ized by Monroe to distribute equipment of 
this kind. 


CALCULATOR EQUIPMENT CORPORATION — 
556 Central Avenue, Orange, New Jersey 


For More Information Circle No. 174 
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joined the Baltimore organization in 
1930. Talbot T. Speer, president, also an- 
nounced that William H. Grim Jr. has 
been appointed sales manager. Mr. Grim 
joined the firm in 1933. 


NBFA Annual Meeting 


National Business 
Forms Associates 
held its annual con- 
ference last month 
at the Westchester 
Country Club, Rye, 
N. Y. where a rec- 
ord - breaking at- 
tendance of 278 was 
recorded. Numerous 
manufacturers of 
forms related 

hand. Officers 
year are: Fred 
Buffalo Business Forms, 
Inec., Buffalo, N. Y., president; Ray N. 
Arnell, Arnell Business Forms Co., Min- 
neapolis, vice president; F. J. Ring, Ft. 
Lauderdale, Fla., secretary-treasurer, The 
1957 conference is scheduled for Holly- 
wood Beach, Fla. 


Fred D. Ferguson 


and 
also on 
1956-57 


products were 
elected for the 
D. Ferguson, 


NOFA’s 10th Anniversary 


Plans for greater membership partici- 
pation and benefits were made at the 
tenth anniversary conference of officers 


> @. 


of the National Office Furniture Assn. in 
Pasadena. Ten area conferences will in- 
crease the interest and benefits of those 
in areas having no chapters. These will 
be held once or twice a year in different 
cities in an area. Other plans include 
university seminars for advanced learn- 
ing in office furniture sales. John R. 
Gray, NOFA’s executive director, re- 
ported a membership increase of 159 
dealers and 26 manufacturers in the past 
nine months. 


Lead Pencil Manufacturers 

Alfred H. Best, ay 
president, Richard , 
Best Pencil Co., was 
reelected president 
of the Lead Pencil 
Manufacturers 
Assn. Newell A. 
Augur, president, 
Wallace Pencil Co., 
was elected vice 
president. Other 
officers include 
Lawrence Levine, president, Reliance 
Pencil Corp., treasurer; Clyde T. Nissen 
is executive vice president, and Samuel 
L. Blumberg is secretary and general 
counsel. Directors are F. G. Atkinson, 
president, Joseph Dixon Crucible Co.; 
L. M. Brown, president, Eberhard Faber 
Pencil Co.; W. E. Danjezek, president, 


Alfred H. Best 


bh 


Officers of Nationa! Office Furniture Assn, at their tenth anniversary conference. 
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L. & C. Hardtmuth Co.; Merrill Hassen- 
feld, vice president, Empire Pencil Co.; 
Richard Lewisohn Jr., president, Amer- 
ican Pencil Co.; W. C. Rucker, president, 
Commonwealth Cedar Co.; Rolf J. Thal, 
general manager, Eagle Pencil Co.; Oscar 
E. Weissenborn, president, General Pencil 
Co. 


GIFT that’s a real CLEAN-UP! 


A Mexican pulp and paper in- 
dustry study team _ recently 
visited Eastern Corp., makers 
of Purocell pulp and fine busi- 
ness papers in Bangor, Me. The 
group, here for a five-week 
study of the American pulp 
and paper industry, toured 
Eastern's pulp and paper mills. 
Following luncheon in the com- 
pany cafeteria, a round-table 
discussion was held with East- 
ern officials on the general 
factors of productivity and 
problems of mutual interest. 


Alpina Typewriters in U.S.A. 


Woodruff, Manlius St., 
Fayetteville, N. Y., has been appointed 
exclusive United States importer and 
distributor of Alpina portable typewrit- 
ers manufactured by Alpina Buromas 
chinen-Werk of West Germany. Mr. 


Craig 508 8. 


Weldon Roberts JET ERASER is 
the perfect match-mate for gifts of 
writing materials — a “remem- 
brance” gift, useful and pleasing 
the year-round to executives, em- 
ployees and your firm’s customers. 
This convenient, cylindrical stick 


eraser is encased in an attractive 
transparent plastic holder. Tip un- 
screws so eraser can be moved 
outward. Tops for typing, account- 
ing, drafting, professional and stu- 
dent use. NOT a_ mechanical 
gadget! 


Order these Weldon Roberts Erasers 
NOW from your stationer 


- Choice of 
RED RUBBER FOR PENCIL ERASING 
GRAY RUBBER FOR ERASING INK & TYPEWRITING 
GREEN RUBBER FOR ERASING BALL POINT PEN & PENCIL 
Pocket Clip Style for General Use 
Brush Whisk Style for Typists 
Refills 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 
W orld’s Foremost Eraser Specialists 
For More Information Circle No. 301 . 
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Woodruff was formerly vice president of 
Smith-Corona Inc. in charge of the Inter- 
national Division. 


Exporters Elect Berk 
" Bi Alfred Berk, 


— — 


Aetna Safe Co., was | 
elected president of | 


American Office 
Supply Exporters 
Assn. Other officers 
are: Otto Gaffron, 
Eberhard 
Pencil Co., 
president; 
Higgins, 


vice 
Tracy 


Alfred Berk 


are Ernest Colvin, Henry Williams, Tracy 
Higgins and Otto Graffron. 


Facit District Sales Manager 

Erik E. Wiklund was appointed south- 
east district sales 
Inc., U. S. sales affiliate of 
Atvidabergs Industrier, manufacturers of 
Facit calculators, Odhner adding ma- 
chines and Halda typewriters. He will 
cover the states North and South Caro- 
lina, Tennessee, Florida, Alabama and 
Georgia, with headquarters in Atlanta. 


Alfred H. Best, president, Lead Pencil Manu- 

facturers Assn., presents a Distinguished Ser- 

vice Award marking nearly 50 years of service 

with the lead pencil industry, to Horace B. 

VanDorn, a director of Joseph Dixon Crucible 
Co., as Mrs. VanDorn looks on. 
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Faber | 


Higgins | 
Ink Co., treasurer; | 
Harold O. Shively, Davidson Publishing | 
Co., executive secretary. Directors elected | 


manager for Facit, | 
Sweden’s | 





has the ANSWER. 
to your PROBLEM 


Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System. 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matter what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 
strate the advan- 
tages you can 
gain with €E-Z 
Sort records, 
tailor-made for any of your office or 
plant procedures. Write today for 
facts, 


E-Z SORT SYSTEMS, LTD. 


45 Second. St., Dept, 3, San Francisco 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 
For More Information Circle No. 297 
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ODERN BEAUTY 
STYLED IN WOOD 
by WORDEN of HOLLAND 


3060 SERIES 
58" x 32" 


A complete line of commercial 
type office desks, chairs and 
leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


the 


HOLLAND : MICHIGAN 


For More Information Circle No. 244 


Seaham sitet aia 


Smith 








(Charles C. Sead, one 


FXETER, NEBRASKA 





i For more than 50 years, a complete line of 


time-saving signals and indexes 


For More Information Circle No. 245 
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Every DEALER & STATIONER 
can sell the 


RESULTA 


world’s 

smallest 
adding 

machine 


onthe - 


Resulta answers the need for a good, Inexpensive, 
portable adding machine. Despite its low cost, it 
is a precision-made ‘machine which adds, subtracts, 
multiplies and even gives credit balances, It can 
do more than most of your customers will ever need. 


| And remember this — ONE YEAR EXCHANGE 


GUARANTEE with no servicing ever required. SELL 
this miracle of fine German craftsmanship by join- 
ing our fast growing dealer organization. Write for 


| full particulars: 


RESULTA ADDING MACHINE co. 
110 Glen Head Road, Glen Head, L. I., N. 
(Factory warehouse with ample supply 
of machines always on hand.) 
For More Information Circle No. 246 





@ SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


**BUEROMARKT’ (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
“DAS RATIONELLE BUERO" (The Rational 
Office) monthly, printed in German 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. 7 New York 6, N. Y. 
Tel: BArclay 7-9550 


VERLAG PETER BASTEN, Aachen, Germany 











For More Information Circle No. 247 
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The ‘home of Regna cash registers and adding machines in Bergen, Norway, recently flew 


the flags of 22 nations to honor representatives visiting the Jorgen S. Lien factory. This year, 
more than 270 agents, salesmen and dealers attended. 


\ 


Old Town Ady. Manager Marchant’s New York Division 


The promotion of Herbert Hahn from A New York sales division has been 
assistant to advertising manager was an established by Marchant Calculators, 
nounced by the Old Town Corp., maker Ine., it was announced by Wesley E. 
of inked ribbons, carbon papers, duplica Jenkins, vice president and general sales 
tors and duplicating supplies. manager. William T. Criswell was named 


STOP guessing - START saving 
3 4 


, } @ Chronologically records actual on-and- 

' off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 

ment, repairs, maintenance. 
@ Gives total operating time of machine, 

feed or belt-line. 

@ Allows ability to anticipate equipment servicing. 


TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 
ink. No maintenance. Thousands in use in large and 
small plants. 

Now get complete, accurate, documented production 
data on any machine, process, operation. Eliminates 
costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroapway <finnt> 
Division of HEAT-TIMER CORPORATION New York 12, MAO 





Write for 


) 
By Ochure ad 9° 


For More Information Circle No. 338 
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‘Right At Your Finger Tips 


| 
} 
j 
] 
| 
j 
| 
{ 


A Plastic Binding Kit 
| For Scrapbooks and Albums 


“Exciting new do-it-yourself binding kit, 
simple enough for a child to operate 


' Just insert the pages and punch, then 


pick a colorful binding tube from the 
_ spin dial base, snap into place and in’ 
seconds you have a real professional- 
Tooking colorful volume. 


Other models available— 


¥ 


ser EE 


write for free booklet to department OF-12 


TAUBER PLASTICS INC. 


200 Hudson St.. N.Y. 13, N.Y. Call WOrth 4-5621 


For More Information Circle No. 307 


Owe 


INSTITUTIONAL FURNITURE 


Salesman currently calling on office equip- 
ment & contract furniture dealers in N.Y.- 
N.J. metropolitan area is offered excellent 
opportunity selling hotel & restaurant 
chairs, tables, conference tables, school 
\& library furniture & folding tables. N.Y. 
)salesroom & office. Box 1256, Office Publi- 
cations, 232 Madison Ave., N.Y. 16, N.Y. 


| 





sales manager of the division which takes 
in Manhattan, Kings, Nassau, Queens, 
Suffolk, Bronx, Orange, Rockland and 
Westchester Counties. 


Underwood Board Chairman 
Reeve Schley was 

elected chairman of 

the board of Under- 

wood Corp. to suc- 

ceed L. C. Stowell 

who _ retired. Mr. 


| Schley has been a 


director of Under- 

wood since 1918. He 

is also chairman of 

the finance commit 

tee and a member Reeve Schley 

of the executive committee. Formerly a 
partner in the law firm of Simpson, 
Thacher & Bartlett and for many years 
a vice president of the Chase National 
Bank, Mr. Schley is chairman of Howe 
Sound Co., Somerville (N. J.) Trust Co., 
and a director of the Gravity Water 
Supply Co., Federal Insurance Co. and 
General Dynamics Corp. 


Aico West Coast Plant 


G. J. Aigner, founder and head of 
G. J. Aigner Co., announced the selection 
of Oxnard, Calif., as the site for Aigner’s 
new west coast plant. The 10,000-sq. ft. 
building will be located at 333 Cactus 
Drive, Oxnard, some 60 miles north of 
Los Angeles with rail and trucking facili- 
ties to assure prompt service to Aico 
dealers in the area. Joe M. Davis Co., 
3907 Duquesne Ave., Culver City, Calif., 
continues as Aigner’s west coast sales 
representatives. 


Polychrome in Mexico 


Opening of a branch manufacturing 
plant, Polychrome de Mexico, in Mexico 
City was announced by Gregory Halpern, 
president of Polychrome Corp. This 
wholly self-sufficient subsidiary is under 
the guidance of Robert McCabe, a Poly- 
chrome executive with several decades of 
experience in the stencil field. 
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NOW ror au Multiliths 
Visi-GUIDE 


MASTER FEED CONTROL 


Boosts Output, Cuts Spoilage 
Easier Feeding ALL Stocks! 


FREE! 


Slash masking 
* and setup time! 
Try 5 Base Line 
Masking Sheets 
free! For 1250, 
1300, 2066-SD, 
LD! Write now, 
mention press! 


NOW run envelopes, or small, thin, slick, or 
curling stock easily—to hairline register! VISI- 
GUIDE’s five free-rolling steel balls give 
positive, continuous control, prevent 
“bounce” or rebound! For Nos. 1200, 1250 
only $19.95; No. 1300 $24.50; No. 2066 (2) 
$59.00, postpaid with check. 10-day money 
back guarantee! Write today! 


Dealers: Write for full information! 


LITHO. ENGINEERING & RESEARCH 
3241 Eastlake Dept.OM Seattle 2, Wash. 
For More Information Circle No. 259 


TYPEWRITERS 
ALL MAKES 


REGALRITE BRAND 
RIBBONS AND CARBONS 


a7 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best hy Test—Best for Less 


. 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 
For More Information Circle No. 260 
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It's the BLADE that makes the difference! . . the 
razor-sharp, replaceable blade found only in the 


ORIGINAL DUX Precision Pencil Sharpener 


Always a sharp point with a twist of the wrist. Spill- 
proof container in choice of three colors; wide variety 
desk and pocket models, including genuine leather-gold 
tooled. FINE FOR CHRISTMAS GIFTS. See your 
stationer or write 


FRED BAUMGARTEN, Exclusive Importer 
Dept. Z-12, 1000 Virginia Ave. N.E., Atlanta 6, Ga 
For More Information Circle No. 261 





ALL-PURPOSE PAYROLL GUIDE 


including 
Combined Deductions 
(Weekly Pay Period) 
A 8!/."" x II" booklet by 
Joseph Kluger, CPA 
CONTAINS: 


1. Charts and Tables 
@ Combined Deductions—Weekly Pay 
@ FICA Chart—2'4% 
@ Withholding Deductions—All Periods 
@ Percentage Deductions (.002, .0025, .003, .05, 
-0075, .0125, .015) 
e a Pay Rates—Weekly Pay (5, 5'/2, 6 & 7 
ays) 
@ Daily Pay Rates—Monthly Pay (28, 29, 30 & 
31 Days) 
@ Hourly Pay Rates—Weekly Pay (35, 36, 37, 
37%, 38, 40, 42, 44, 45, 46 & 48 hrs) 


. Methods & Procedures 
* seremene-tatrentens for Combined Deduc- 

ions 
Percentage Method for withholding taxes 
Simple-Original Method—GROSS PAY FROM 
NET PAY 

Price $1.25 (incl. postage) No COD’s 

Onyx Precision Forms Co. Box 1090 GPO, N.Y. 1, N.Y. 

Please send me postpaid copies of “ALL- 

PURPOSE PAYROLL GUIDE”’ 

My check for $ 











For More Information Circle No. 262 





% 4 CLEANER 
Mj pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of 
the type. Do not 
rub. 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to couse headaches 
or colds. 


To moke neot erosures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 


Dealers—write for sample and cost 


BUD TYPE CLEANER 
>. @y Bez 286 48 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 321 
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New ElectroData Building 


Completion of the second 40,000-sq. ft 
section of its plant in Pasadena was 
ElectroData Division 
$500,000 two 
prov ide 


announced by the 
of Burroughs Corp. The 


story structure will 


expanded 
cilities for engineering, manufacturing 


market ng pers nnel. The original 
a fivefold expansion on 
6 acre site and calls for three 
buildings due for completion in 
iary and March, expand | 


ace to 2 50,000 Sq. { 


U. S. World Fair 


The United States World 


he largest 


Trade Fair, 
and most comprehensive ever 
attempted here, will be held April 14-27 


at the Coliseum, New York. Designed to 





Join the scores of Printers, Stationers 
and Business Forms Agencies that are 
now enjoying profits with G.M.F. Litho- 
graphed Snap-!-Sets. 

We do not sell direct — only through 
authorized dealers. Snap-I-Sets carry 
your imprint, they are shipped in your 
name and invoiced direct to you. 

Every quotation is confidential and 
competitive regardless of your territory. 
Snap-I-Set one-time carbon forms for 
invoicing, pe any 2 shipping orders 
and-scores of other key operations are 
sweeping the country. 

Use our specialized printing services 
to help you turn those lost orders into 
profits. Write today for samples and 
the G.M.F. dealer plan. 


GENERAL - 


MULTI FORMS SALES COMPANY 


P. O. Box 1094 


2020 Jo Johnston Ave. Nashville 4, Tenn. 


For More Information Circle No. 322 
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create an 
exhibition, 
products 
trade and 
the entire 
mezzanine 


market for the, 
and sale of foreign 
to the American | 
show 


international 
promotion 
and services 
public, the 
four exhibition 
at the Coliseum. 


will 
floors 
Over a million | 
the 14-day 
period. So as not to interfere with buying 
and trade the public will 
be admitted on specified days. For fur- 
ther information write to U. S. 
Trade F 331 Madison Ave., 
York 17. 


visitors are expected over 


sessions, only 


air, 


Dealer Sales Manager 
Robert 
was 


Toland| 
named 
of dealer | 
National | 


sales | 
manager 
sales at 
Blank 

Holyoke, 


assumes 


Co., | 
He | 


sales 


300k 

Mass. 
the 
duties formerly 
handled by Paul B. 
Buckwalter who 
Robert Toland will concentrate his | 


time executive 
duties. Mr. 
formerly with G. O. Carlson, 
dale, Pa., producer of 
plates, where he in 


on 


vice president Toland was 
Thorn 
steel 


dis 


Ine., 
stainless 
of. 


was charge 


tributor sales. 


Burroughs Dealer Manager 
Richard H. 
the 


organization 
3,000 


Maurer was appointed man 
ager of Burroughs Corp. dealer sales 
which than | 


inada, 


includes 
the U. Ss. 

general 
has announced. Mr. 
ert J. Sanders who is now 


Buffalo branch. 


more 
and C¢ 


sales 


retailers in 


Ken T. Bement, 


manager of the 


for full information and samples. 
| the name of your office supply dealer. 


New SoundScriber Building 


SoundScriber Corp. has 
plans for a 55,000-sq.-ft. office building 
and manufacturing plant in North Haven, 
Conn. Henry J. executive vice 
president, said construction of the $750,- 
000 building will begin immediately with 


completed 


Servais, 


utilize | 
and |} 


World | 
New | 


manager, | 
Maurer succeeds Rob- | 





occupancy scheduled for April 1. 
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It's Good bye to 


Introducing 


Kleen Master 


Spirit Duplicating Carbon 

New 
KLEEN MASTER units are so clean, you can 

actually rub your hands on the coating 
without a smear. 


No mess, no nasty purple stains. 


Vapor sealing locks out moisture, 
vents hecto from “bleeding” 
paper. 


pre- 
against master 


Brilliant Copies 


KieeEN Master produces crisp, brilliant 
masters on any typewriter. And, long or 
short run, copy for copy, you get sharper, 
more readable duplicates. Write us today 
Include 


Dept. O-12 


rs (jy ti, 


COMPANY, 
Peerless Place, Newark 12, N.J. 


For More Information Circle No. 296 
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The new home of Filmotype Corp., manufacturers of Filmotype Photo-Composition Machines, 

at 7500 McCormick Blvd., Skokie, Ill. The 15,000-sq. ft. building has facilities for faster pro- 

duction of Filmotype fonts and manufacturing of Filmotype machines. The plant also includes 
an engineering department for product research and development. 


J en, = = . mates are not complete, » overt 0- 
Nekoosa-Edwards Expansion MnOe SIO ES SUNOS, Nan OVelEe eee 
gram, involving new equipment and 

A two-year expansion program includ modification of existing facilities, is ex- 
ing installation of a new paper machine’ pected to approximate $13.5 million. 
was approved by the board of directors Largest single item is a new paper ma 
of Nekoosa-Edwards Paper Co., John E. chine to help meet the increased demand 
Alexander, president and general mana- for Nekoosa writing, printing and busi 
announced. While final cost esti ness papers. The machine will trim 145” 


ger, 


HEARD THE NEWS? 


INKED RIBBON & CARBON PAPER NEEDS 


Want the best deal you ever dreamed of — on Allen’s famous low-price high quality 
products? Call now for samples, prices, information — get started with Allen’s top 
PROFIT-PRODUCING service at once! CALL BE 3-2255 or write: 


ALLEN & COMPANY 


MANUFACTURERS * A DIVISION OF DIXON CARBON & RIBBON CORP. 
11-13 VANDEWATER STREET, NEW YORK 38, N. Y. 








For More Information Circle No. 315 


DEALERS: Liberal Discounts — Delivery you can depend 
on All forms carry YOUR imprint. No inventory, equipment, 
shipping or warehouse costs. Write TODAY to New 
Dealer, Dept. 1, 1600 E. 26th St, Little Rock, Arkansas 


— ONE-TIME Carbon Forms: | 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only... 
———q INTERNATIONAL BUSINESS FORMS bay 
FORMERLY ARK-N-SETS, INC. 
1600 E 26TH STREET . LITTLE ROCK, ARKANSAS 








For More Information Circle No. 316 
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e FOR QUICK 
SALES 
e FOR BIG 
; ; PROFITS 
AY] \\ f unoer-counrer 
N (RLU CASH DRAWERS 
4 mopets MEET 
ALL NEEDS 
MODEL V-1 (illus.) 
5 coin and 
5 currency 
compartments 
with hinged 


bill weights. 
List $29.50 


NO STOCK TO CARRY. 24 HOUR SHIPMENTS. 


FULL DEALER DISCOUNT. 
PRODUCT AVAILABLE. 
A high quality product of Indiana hardwoods — 
smooth finish inside and out. Quiet roller mechanism 
— warning gong rings when drawer opens. High- 
grade disc tumbler lock. 

Write for Details 


INDIANA CASH DRAWER CO. 
P. O. Box 236-B.® Shelbyville, Ind. 


For More Information Circle No. 236 


THE BEST 


Every Office needs them 
Alert Dealers SELL them 
_JSreconite 
Chechwriter 


NO COMPARABLE 














RITE-LINE copyvuoiper 


¢ SAVES EYESTRAIN ¢ TAKES COPY UP TO 20* 
@ PROMOTES ACCURACY e HOLDS NOTEBOOK 
e INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D.C. 





For More Information Circle No. 238 











Frrer-No 
Copuholder 


e £2 9: FT F 


Hlakk Welkicy 


COMPANY, INC 


40 MT. HOPE AVENUE 


» ROCHESTER 20, N.Y. 





TYPEWRITERS—— 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 
Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 
Also ask about our ADDOMETER, the adding 
and subtracting machine that retails for $14.95 

and pays you up to 52% profit. 
RELIABLE TYPEWRITER 
& ADDING MACHINE CoO. 
301 W. Monroe St., Chicago 6, Ill. 











For More Information Circle No. 237 
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For More Information Circle No. 239 





FAST!! SAFE! 


FILING AND FINDING 
USE 


ATLAS VERTICAL 
FILING SYSTEMS 


FOR 


NEGATIVES 
OFFSET PLATES 
STENCILS 
X-RAYS 
SWATCHES 
ART WORK 
MASTERS 


Write for 
Complete Catalog 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 
For More Information Circle No. 240 





| PAYMASTER 








© To let you know: 


supply precision BRITISH made Parts and 
t LOWEST PRICES 


Tools direct to you 























PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name, This improves personnel relations, 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd. Chicago 7 e 


For More Information Circle No. 241 
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@ PROMPT AND EFFICIENT SERVICE GUARANTEED 
° Send for ustroted Catalogue POST FREE 
TYPEWRITER SUNDRIES CO. LTD. 


Head Office: 30 NEW BRIDGE STREET, LONDON, E.CA 


For More Information Circle No. 242 


REBUILT & SELECT 
ROUGH OFFICE 


MACHINES 


ag 


= 


Hundreds of 
machines available— 
always fairly priced 


WRITE FOR SPECIAL 
PRICE LIST 


Cable address 
ADDBOOKAL 


__ INTERNATIONAL 
’ OFFICE APPLIANCES, INC. 


326 Broadway, New York 7, N.Y 
HAnover 2-6700 


For More Information Circle No. 243 


TYPEWRITERS 
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and operate at speeds up to 1500 ft. per 
minute. A new will handle 
separately hard and soft woods and pro- 
duce bleached sulphate pulp from both. 
To meet the demand for additional 
brightness in fine papers, a chlorine di 
oxide stage is being added to the bleach- 
ery. A new bleachery will permit bleach- 
ing of hard wood 
concurrently. 


wood room 


and soft wood pulp 


Magna Crest Sales Manager 

Minnesota 
nounced the 
Griffin Jr. to manager of 
Crest Sales, Inc., a 3M 
Griffin had 
manager for 


Mining & 
promotion of 


Mfg. Co. an 
William E. 
Magna 
subsidiary. Mr. 


sales 
been eastern 
3M’s 
division. He will 
in New York City. 


regional sales 
reflect i ve 


have 


products 
his headquarters 


jJ. A. V. Turck 

J. A. V. Turck, 86, dean of the research 
and development department of Felt & 
Tarrant Mfg. Co., who retired in 1953, 
passed away Oct. 8. Mr. Turck came to 
Felt & Tarrant in 1911 with an estab 
lished reputation as an inventor of office 
equipment. He had built and produced 
a key-driven adding-calculating machine 
known as the Mechanical Accountant. 
During his long and productive career as 
a Comptometer inventor, he made many 
substantial and ingenious contributions 
and wrote a 200-page book in 1921, ‘‘ Ori- 
gin of Modern Calculating Machines.’’ 


WORLD’S STRONGEST 


RUBBER BANDS 
ASK YOUR STATIONER 


For More Information Circle No. 329 
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PAGE 21 


Weeeeescseeaseceser 
eeeeeseeoeeeeeeeee 


eeeeee eevee ev eevee eeeeeeeeeeeeeeeeee 
For More Information Circle No. 269 





] 


It is a machine that 
will absolutely prevent 
the mutilation, altera- 
tion or forging of the 
figures in checks and 
— valuable securi- 


C00 am «aa 


(Mode! G) 


Kip Machine Industry Co., Ltd. 


Tenjin-cho, Nishi-ku, Yokohama, Japan 


CE MOLTELAEE EL ELE EE IEEE Me BOOT THI 
“s-. am: 


eres 





: 


For More information Circle No. 330 
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Board of governors of ‘the 
Executive Furniture Guild of 
America: Robert H. Bennett 
Sr., president, Stow & Davis 
Furniture Co., manufacturer 
member; C. R. Thomas, A. 
Pomerantz Co.; William A. 
Horne Jr., Horne Desk & Fix- 
ture Co.; John C. Preston, 
John C. Preston Ltd.; Adrian 
Pembroke, Pembroke Co.; Stu- 
art J. Koch, C. Loth, Inc.; 
Harlow Mace, Office Equip- 


ment Co. 


New Ozalid Building tion will be one-story with a two story 
office wing adjoining it. Plant will ac- 


Ground was broken for a new machine commodate two shifts of approximately 
production plant of Ozalid Div., General 350 employees each. The building has 
Aniline & Film Corp., at Vestal, N. Y. been designed for future expansion to 
A 22-acre site was purchased for the at least twice its original size. The com- 
project last summer. Walter A. Hensel, pany’s principal plant and offices are in 
vice president of General Aniline and Johnson City, N. Y., about four miles 
general manager of the Ozalid Div., said from the Vestal plant. Work has been 
the building will have approximately completed on a new warehouse and paper 
150,000 sq. ft. The manufacturing sec- finishing building in Johnson City. 








SYMBOL OF THE WORLD'S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING HORDER’S, INC. CARPENTER PAPER CO. 
MACHINES Horder Building Omaha 2, Nebraska 
S01 Sixth Avenue Jackson Blvd. at Jefferson Fort Worth, Texas 
New York 1, N. Y. Chicago 6, fll. Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 335 


THe Orrice—December, 1956 





National Conference 
& Exhibit Calendar 


Eastern Joint Computer Conference, New 
Yorker Hotel, New York, Dec. 10-12. 

National Business Teachers Assn., Palmer 
House, Chicago, Dec. 27-29. 

Southern California Business Show, Am- 
bassador Hotel, Los Angeles, Feb. 19- 

Western Joint Computer Conference, 
Statler Hotel, Los Angeles, Feb. 26-28. 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, March 11-14. 

National Office Furniture Assn., Jung Ho- 
tel, New Orleans, March 28-31. 

U. S. World Trade Fair, Coliseum, 
York, April 14-27. 

National Assn. of Credit Men, Miami 
Beach, Fla., May 12-16. 

National Office Management Assn., 
Angeles, May 13-16. 

American Institute of Industrial Engi- 
neers, Statler Hotel, New York, May 
16-17. 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, May 20-22. 

National Society for Business Budgeting 
Palmer House, Chicago, May 23-24. 

Institute of Internal Auditors, Ambassa- 
dor Hotel, Los Angeles, May 26-29. 

National Office Machine Dealers Assn., 
William Penn Hotel, Pittsburgh, June 
23-26. 

National Assn. of Cost Accountants, 
Sheraton Park Hotel, Washington, 
D.C., June 23-27. 

National Machine Accountants Assn., 
Chicago, June 26-28. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2 

National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin- 
cinnati, Oct. 6-9. 


New 


Los 
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Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9. 
National Assn. of Bank Auditors & Con- 

trollers, Atlanta Biltmore Hotel, At- 
lanta, Oct. 7-10. 
American Institute of 
Roosevelt Hotel, 
31. 
National Business Show, Coliseum, 
York, Oct. 28-Nov. 1 


IPE CLEANING MADE EASIER 


with the amazing 
rf ¥ 
fl 


CLEANS 


Accountants, 
New Orleans, Oct. 26- 


New 





a. et 
Typists and business x i as 7 
machine operators want 
*Norta Plastic Type Cleaner 
it's easy'to use—no mess 
—no liquids to spill © Marking Devices, ete 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent ypon request write to 
NORTA DISTRIBUTING ee 
1165 Broadway, New York I, N. Y 
For More Information Circle No. 274 





CARBON INTERLEAVED 


BUSINESS FORMS 


SOLD THROUGH DEALERS ONLY 
Write for Catalogue and Price List 


Midwest Rotary Maniforms 


Manufacturers of Business Forms 
or Vi temm i letaiicy.\, | 


For More Information Circle No. 275 





For Your Annual 


Paedicemnoe ROLLER CHANGE 


Insist on 
“Futuristic” 
5-Star Platen 
for 
sven Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 
Contact your Local Typewriter Dealer 








For More Information Circle No. 276 
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ae 


ee 
ren eee 


ow well informed are you 
on Filing Procedure? 


1. OUT GUIDE 


hang on door 


pec ban . FILEBINDER 
cord Rubber Band used by toolmakers 
Metal strap around a file drawer 
Containers for important correspondence 





3. MISCELLANEOUS FOLDERS 
Containers for infrequent correspondence 
An assortment of Travel Guides 
Several knife-like instruments used for folding 
papers 











? 

— 7 
MISCELLANEOUS FOLDERS are for 
n filing all occasional letters not 


. 
sufficient quantity to justify in 


dividual name folders A Misceliane 
+ must be used for each alpha 4. SMEAD'S 
buivision They are also used TELL-1-VISION SYSTEM 
FILEBINDERS are made especia as th ndex in the transfer file ‘ wh a 
‘ respons SMEAD'S TELL-+-VISION SYSTEM 


Easy to learr 


Rules for watch ng program 
$s way of filing 
r) 
t t 


speedy to operate 


Flexible and “it grows as needed — 
why it is the ideal f SEE YOUR STATIONER 


ystem for businesses smal or large 


ading sequence Ack to see the 
THE Seeded MANUFACTURING CO. INC. 


HASTINGS, MINNESOTA ¢ LOGAN, OHIO 








For More Information Circle No. 222 
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Index to THE OFFICE, Volume 44 
July through December, 1956 


Accountant and His Work in Ancient Times, The, Roy Line Ta © Sa 

Accounting Machine Can Index Big Books ..... Wis Vole silayrecfnnc einen. Ane 

AMA Office Conference in New York, October 15-17 .. a Biepnedcin ae ie ce ae 

An Office Holiday, Addison H. Hallock . Aug., 84 

Associations? What Do You Get Out of, Edmond W. McNamara Sept., 21 

Automatic Machines Can Simplify a System, How, 

George J. Kelley & Kenneth A, McCarthy 

Automation, The "Dangers" of Waiting for, William Alden & Franklin Wyman Jr. ... 

Automation to the Small Office, Savings & Loan Firm Brings, Richard Neumaier 

Billing System for Radio and TV Stations, A Machine, K. T. Murphy 

Card Punching, Source Documents Speed Up, Arthur W. Clark 

Cleaning and Maintenance, Office, Sidney Feldman . 

Coding Forms to Control Filing and Records Disposal, Danie/ L. Grant 

Collecting Small Past-Due Accounts, L. Roy Christie 

Dark, Much of Bank's Office Work Is Done After 

Desk Height Can Influence Typing Output, Clarabelle McDermand 

Disputes Between Employees, Settling, B. W. Elsom oy 

Don't Pass Up Your First Big Step—to Supervisor!, Alfred M. Cooper 

Drug Wholesalers Report Increase in Clerical Productivity 

Efficiency, The Disturbing Factors That Reduce Office, Ernest W. Fair 

Electroluminescent Light 

Employee: Professional or Chattel? The Office, W. Mil'er Bennett 

Employee Relations, Right or Wrong In ... . . July, 118; Aug., 86; Sept., 153; 
Oct., 121; Nov., 159; Dec., III 

Experience, Evaluating Office, C, M. Litteljohn i aol 

Eye Care is Neglected 

Fifty Years, Looking Rack, Fred DeArmond 

File Registration, An index Form for, Stanley H. Mansbridge 

Files But Reduced Personnel, Palm Beach Co. Expanded, John G. Craven 

Fire Protection for Offices 

Forms Analysis Can Answer Most. Business Problems, Danie! L. Grant 

Forms Are Your System's Memory, Record, Leslie Matthies ... 

Forms Control Program, How Progress Is Reported in a, Ray Marien 

Forms Distributors, 11th Annual Convention of Independent . 

Forms, Simplified Instructions for Employees on Use of, Bernard T. Hoffey . 

Forms to Control Filing and Records Disposal, Coding, Daniel L. Grant 

Forms You Can Make on Your Office Duplicator, Simple, John Hockman ... 

George Washington Bridge, Keeping Toll Collection Records on the, Sidnoy Shepherd. 

Handbook, How to Produce an Employee, Robert C. Fouhy . 

Handwiitten System That Beat a Machine, A, Harry L. Mitchell 

Inhibitions Slow Your Progress, B. W. Elsom 

Invoices Earlier Cuts Payment Time in Half, Mailing 

John Hancock Converts from Punched Cards to Magnetic Tape . * 

Job Grow, Five Ways to Make Your, B. W. Elsom 24 

Land Title Records, Maintaining Chicago's Millions of July, 108 

Layout, Use Your Organization Chart to Plan Your Office, William B. Worthington . .Sept., 9 

Live Longer, How to .... ; Aug., 143 

Machine Servicing Practices, ‘Office ....Aug,, 65 

Machine Utility, Self-Balancing Meter System Records Office, Richard D. Long eee see? coe 

Mechanics, Procurement and Training of Office Machine, O. S. Traylor Nov., 151 

Motion Studies?, Why Don't More Offices Use, J. P. Lesperance 

National Business Show in New York 
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ae Convention in Houston, July 8-11, Annual .. 

, Six Rules for Saying, B. W. Elsom 
NSOEA’ s Annual Convention and Exhibit in Chicago Opens Sept. 29 
Obey You, Don't Get Mad at People Who Don't, B. W. Elsom 
Offset Masters Direct From Type .... 
Order Fulfillment, A Procedure for Small Parts, ‘Eugene V. Eckert 
Organized Workers, Learn How to Deal with, Andrew J. Dalton Jr. ... 
Palm Beach Co. Expanded Files But Reduced Personnel, John G. Craven 
Paperwork Costs Are Controllable, All, A. C. Sipes .. 
Pay, Average Standard Weekly Hours of Work and Straight- Time Weekly . 
Payroll of the Christmas Seal Printers, Figuring the, William B. Jones .... 
Pens Is Steel Strike "Cupid", Producer of .... : 
Piecework Payroll System That Saves $7300 a Year, A, Harry Edelson & Dorothy Duke Dec., 
Premium Prepayment Cuts Office Work .Oct., 
Racket?, Is the Job of Office Manager a, Edmond W. McNamara ; ; -Nov., 
Radio and TV Stations, A Machine Billing System for, K. 7. Murphy ............. Oct., 
Reports a Part of Your Systems Plan, Make All Your, Leslie Matthies .......... Nov., 
Report Writing, Preliminary Planning Assures Successful, John R. Mayer ...........Sept., 
Reproduction, Manual of Office, Irvin A. Herrmann .. ..Nov 
Savings & Loan, Annual Convention in Philadelphia Will Celebrate 125th Year of . Nov., 
Savings & Loan Firm Brings Automation to the Small Office, Richard Neumaier .......Nov., 
Scales—They May Be Wasting Your Money, Check Your Postal, Arthur Sanders . Sept., 
Servicing, What | Expect in Office Machine, T. M. Sherwood : Nov., 
Springboard to Action, A, Leslie Matthies .. Sept., 
Stenographer?, Just How Good Is a Good, H. M. Overley .... rere 
Storage Problems, Applying Factory Techniques to Office, Robert Griffith Sept., 
Suggestion Box Attracts Attention, Musical, W. S. Waggoner 
Suggestion Systems, Pitfalls to Avoid in, Andrew J. Dalton Jr. 
Systems Meeting in Philadelphia, October 22-24, 9th International 
Tabulating Sheets, Backing Boards for Stock, L. E. Griffith 
Tax Accounting in Sacramento County 
Ten Commandments of Management 
Toll Collection Records on the George Washington Bridge, Keeping, vr ee: July, 
Tongue, Seven Dont's for Your, B. W. E/som : Dec., 
Unionization Mean to You? What Would Office, Andrew J. Dalton Jr. 
Wages Which Are Excluded from Gross Income, Reporting, Joseph P. Murtha .. 
Water?, How Much Are You Paying for, William J. Mays ..... 
Women in Business, Physiology of, Sidney Feldman 
Wood in Office Furniture, The Return of, Wolf Von Eckardt ...... 
Work Simplification Training in Practice at Solar Aircraft Co., Jerome Kearful 
Writing Style, How to Improve Your, David C. Greenwood 


Index to New Products, 


July through December, 1956 


ACCOUNTING MACHINES Fremaco International, Inc, .............. Sept., 
Friden Calculatin Machine a ee Aug., 104 Johnston Adding Machine Co, ........... Sept., 


9 
F Monroe Calculating Machine Co, 
Remington Rand , Sperry Rand Corp.. July, 16! Glivetll Gore. of America 


ACOUSTICAL MATERIALS Remington Rand Div., Sperry Rand Corp... 
TED. acs cnstdeness0eesesenu Sept., 166 ADDRESSING MACHINES 


Elof Hansson, Inc. ; thnks vo 146 Addressograph-Multigraph Corp 
Dashew Business Machines, Inc. 
ADDING MACHINES Efficiency Machines Corp. 


Alma Office Machine Corp. .............. Aug., %% Weber Addressing Machine Co. 


*This 210-page manual is bound separately and copies are $3.25 each. 
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AIR CONDITIONERS 

General Air Conditioning Corp. 
Gubelin International Corp, .. 
Worthington Corp. 

ALARM SYSTEM 

Koiled Kords, Inc, ..... 


eee ee July 


ASHTRAY 
Airkem, Inc. .. 


AUTOMATIC DATA PROCESSING 
Clary Corp. 
Commercial Controls Corp. 
Friden Calculating Machine Co. 
International Business Machines Corp.. Oct., 
Moore Business Forms, Inc. 
Remington Rand Univac Div., 
ee CNN GIONS © vs o'0.5505 odes ccccces Aug., 
Royal McBee Corp. ae es 
Standard Register Co. ....... 
Underwood Corp, .... 


AUTOGRAPHIC REGISTERS 


American Register Co. 
Moore Business Forms, Inc, 


BINDERS 


Elbe File & Binder Co 
Heinn Co. ; 
McBee Co. 


Recordplate ghana ey panei Se ae * July, 


BINDING, PLASTIC 
Cummins-Chicago Corp. 


BOOK TRUCK 
Catskill Craftsmen, Inc. 


CALCULATORS 


R. C. Allen Business Machines, .Inc. 
Facit, Inc. . 
National Office Machine Co, 


BULLETIN BOARD 
Arlington Aluminum Co. 


CALENDARS, DESK 
L. D. Blehart Co. 
Keith Clark, Inc. 
Wilson Memindex Co. 


CARPET UNITS 
Karpet-Square Div., 


CASH REGISTERS 
Clary Corp. 


CHAIRS 

Blair Aluminum Furniture Co. 

Clarin Mfg. Co. 

Cramer Posture Chair Co. 

Hamilton Mfg. Corp. 

Imperial Desk Co. 

Invincible Metal Furniture Co. a 
ee ee a re ere July, 
Milwaukee Chair Co. .... eee 
Milwaukee Metal Furniture Co. 

Ohio Chair Co 

Precision Mfg. Co. 


CHART-MAKING MATERIALS 
Chart-Pak, Inc, 


Allen Industries, Inc... 


THe Orrice—December, 1956 


Labelon Tape Co. .. 


CHECK PROTECTORS 


Todd Co. . outaaies Aug., 
Adjustable Caster Co. ... Sept., 
Master Mfg. Co. Ha Sa pp en, 


CLOTHES RACKS 

Borroughs Mfg. Co, . es wiasediescachew eee 
Gingher Mfg. Co Sate ree 3 
COLLATORS 


Associated Industrial Designers.Aug., 
Collamatic Corp. 

July, 142; Sept., 201; Oct., 
Thomas Collators, Inc. .. 


COPYHOLDER 
Hall-Welter Co. 
Lansdale Products Corp. 
COPYING MACHINES 


(Also see gpecepenedta Machines) 
Haloid Co. 


. Aug., 


114; Nov., 
170; Nov., 


COUNTING MACHINE 
May Engineering Co. 
DESKS 


Arnot-Jamestown Div. 
Corry-Jamestown Corp. 


Executive Furniture Co, 
Globe-Wernicke Co. 

H-O-N Co. 

Imperial Desk Co. 

Invincible Metal Furniture Co, 
Milwaukee Metal Furniture Co. .. 
Northwest Metal Products Co. ... 


Shaw-Walker Co, 


DESK STABILIZER 
Gonco Mfg. Co. .. 


DICTATING MACHINE 


Magnedisk Dictating Co. .................. Oct., 


DRAIN PIPE CLEANER 
Miller Sewer Rod Co, .......... July, 146; Nov., 


DUPLICATING ACCESSORIES, SUPPLIES 
American Detergent Co. 
American Stencil Mfg. Co. 

Anchor Chemical Corp. 

A. B. Dick Co. 

Frankel Carbon & Ribbon Co, 
Mim-E-O Stencil Files Co. 
Peerless Imperial Co. 
Print-O-Matic Co, ... 

Rex-Rotary Distributing Corp. .... 
Scata-Grime Mfg. Corp. 

Zarkin Machine Co. 


DUPLICATORS, OFFSET 
(Also see Offset Supplies) 
Davidson Corp. 


Rietaee nascent kvanbecedees Aug., 
Ditto, Inc. 


‘Whitin Business Equipment Corp. 


DUPLICATORS, SPIRIT 
A. B. Dick Co. 
Fordigraph ol Ltd. 
Old Town Corp 


106 


112 
228 
208 


182 


168 


198 
167 


, 189 


123 


198 





DUPLICATORS, STENCIL 


A. B. Dick Co ew Dec., 118 
Addo Machine Co. 


ELECTRONIC COMPUTERS 
{See Automatic Data Processing) 


ENVELOPES 
Columbia Envelope Co 


ERASERS 
A. W. Faber-Castell Pencil Co 


EXPORT DATA 


RCA Communications, Inc 


FILES 

R. C. Allen Business Machines, Inc 
Convoy, Inc. 

Culver Products Co 

Ferris Business Equipment, Inc 
Haskell, Inc. 

Jayem Sales Corp 

Oxford Filing Supply Co 
Smead Mfg. Co. 

Vue-Fax Corp 

Wassell Organization 


FILES, BLUEPRINT 


Momar Industries 
Plan Hold . 


FILES, KEY 
P. O. Moore, Inc 


FILES, SHELF 
Borroughs Mfg. Co 
Rud. Furrer Sons Ltd 
Jasin Mfg. Co. 


FILING SUPPLIES 

G. J. Aigner Co. 

Cramer Posture Chair Co 

Ezyindex Products Corp. 

George B. Graff Co 

Smead Mfg. Co. Aug., 130; Sept 
Universal Paper Goods Co. 


FLOOR MAINTENANCE 
Advance Floor Machine Co 
Clarke Sanding Machine Co 
S. C. Lawlor do 

Premier Co 

Simonize Co 


FOLDING MACHINES 
Davidson Corp. 


FORMS BURSTER 


Moore Business Forms, Inc 
Standard Register Co 


FORMS, PRINTED 
Baltimore Business Forms Cc 
Carteret Printing Co 
Cromwell Printery, Inc. 
Arthur J. Gavrin Press, Inc 
National Litho Forms Co 
Spot Carbon Products 
Wilson Jones Co. 


188 


HAND-FACE DRYERS 
American Dryer Corp 


INKED RIBBONS 


American Stencil Mfg, Co 
Cashere Corp. 

Quest Mfg. Co 

Old Town Corp. 


INTERCOMS 
Radio Corp. of America 


KEY FILING SYSTEM 
P. O. Moore, Inc 


LADDERS 
Rol-Away Truck Mfg. Co 


LETTEROPENERS 


Bohn Duplicator Corp 
Standard Stationery Supply Co 


LIGHTING 

Day-Brite Lighting, Inc 
Globe Lighting Products, Inc 
Holophane Co 

National Lighting Bureau 

M. G. Wheeler Co 


MACHINE STANDS 


Badger, Inc 
Maso Steel Products, Inc 


MAILROOM EQUIPMENT 
Federal Equipment Co 
Kord-Mar Co 

Pelouze Mfg. Co 
Pitney-Bowes, Inc 


MICROFILM EQUIPMENT 
Filmsort Div. of Dexter Folder Co 
Flofilm Division, Diebold, Inc 
Recordak Corp 
Remington Rand Div., Sperry Rand Corp 
NUMBERING & MARKING 

Force Western, Inc July, 156; Aug., 139; 
Wm. A. Force & Co 


OFFSET ACCESSORIES, SUPPLIES 
Allied Litho Supply Co. 

M. P. Goodkin Co 

Kenro Graphics, Inc 

Litho Engineering & Research 
Miller-Lauffer Printing Equipment Corp 
NuArc Co Aug., 122; 
Polychrome Corp. 
Remington Rand Div., 
Roll-O-Graphic Corp 


PAPER CORNER ROUNDERS 
Lassco Products, Inc Dec., 123 


PAPER CUTTERS 

Challenge Machinery Co Nov., 169 
Lansdale Products Corp Noyv., 205 
Michaei Lith, Inc Oct., 167 
Photo Materials Co Nov., 182 


PAPER DRILL 
Challenge Machinery Co Aug., 99 
Pioneer Toledo Corp ; July, 136 


Sperry Rand Corp 


THe OFrFice 


December, 1956 





PAPER PUNCHES 


Acco Products, Inc. 
General Binding Corp. 
New England Paper Punch Co. 


PAPER SHREDDER 
Industria! Shredder & Cutter Co 


PAPER STOCK 

Eastern Corp 

Mead Papers, Inc, .. .Aug., 110 
Neenah Paper Co....July, 134; Aug., 118; 


PARTITIONS 


GR Products, Inc. . 
Marnay Sales Div, 


PAYROLL DEDUCTION TABLES 


Delbridge Calculating Systems, Inc. 
Onyx Precision Forms Co. 


PENS, PENCILS 

A. T. Cross Co. 

Cushman & Denison 

Eagle Pencil Co. 

Fisher Pen Co. . 

David Kahn, Inc. 

Koh-Il-Noor Pencil Co. 

Parker Pen Co. ’ 

Parkway Pen Service Aug., 
Tru-Tip Writing Instrument Corp. 


PENCIL SHARPENERS 
C. Howard Hunt Pen Co Oct., 


PERFORATORS 
Cummins-Chicago Corp. July, 


PHOTOCOPYING MACHINES 
(Also see Copying Machines) 
American Photocopy Equipment Co 
Copycat Corp. .. 

Cormac Industries 

Eastman-Kodak Co. 

General Photo Products Co. 

Haloid Co. 

Photorapid of America “Inc 
Remington Rand Div. , Sperry Rand Corp.. 
Rovico, Inc. 


POSTING TRAYS 


Evans Specialty Co. ..... 
Meilink Steel Safe Co. 
Posting Equipment Corp. 


PROOFPRESS 
Challenge Machinery Co 


SAFES 


Miller Lock & Safe Co. .. 
Meilink Steel Safe Co 
Schwab Safe Co. . 

York Safe & Lock 


SOUND CONTROL 
Gates Acoustinet Co Nov 


STAPLERS 


Bostitch, Inc, Sept., 163; Nov., 
International Staple & Machine Co. Diieacia Nov., 
Vail Mfg. ; jc ORs, 
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STATIONERY SUPPLIES 
Alliance Rubber Co, .. Dec., 
Alvin & Co. ..... Fee spe ; July, 
Angler's Co. eas Cee iacn ( Cawewes cae 
Archer Label Co. . ‘ Nov., 
Bankers & Merchants, Inc, ... ; July, 
Bates Mfg. Co. Dec., 
Brandt Corp. y Sept., 
Brewster Co. Sept., 
Carter's Ink Co, ; ‘ Aug., 
C-Thru Ruler Co Ce ALES .Sept., 
Dennison Mfg. Co ae Sept., 
Koh-I-Noor Pencil Co. Nov., 
Labelon Tape Co. asa Sept., 
Van D, Mark ... Oct., 
Minnesota Mining & Mfg. Co 

July, 136; Oct., 177; Dec., 
Office Products, Inc Sept., 164; Oct., 
Plymouth Rubber Co a 
Realty Supply July, 
Schlegel Mfg. Co. ... ; July, 
Sengbusch Co. aheae Oct., 
Silver Bells, Ltd. .. July, 
Smead Mfg, Co. . ; ; Aug., 


STORAGE CABINETS 


Campro Sales Co Aug., 
Supreme Steel Products Corp. 


TAB CARD RECONDITIONER 
Cummins-Chicago Corp. 


TABLES 


Lehigh Furniture Corp 
Scheiber Sales Co. ..... 


TELEPHONE ATTACHMENTS 
Braden Steel Corp. ......... 
E-Z Dial Specialty Co, . 
Boyce Morgan Associates . 
Rest-A-Phone Co. .. 


TYPEWRITERS, ELECTRIC 


Remington Rand Div., Sperry Rand prnien 
Smith-Corona, Inc. 


TYPEWRITERS, PORTABLE 


Remington Rand Div., Sperry Rand Corp 
Royal Typewriter Co. se 
Smith-Corona, Inc, . 

Craig Woodruff 


TYPEWRITERS, STANDARD 
Remington Rand Div. Sept., 214; 
Underwood Corp Ss eet é N 


TYPEWRITER PARTS, TOOLS 


Federal — & Mfg. Co. 
HM. J. J. 
Typewriter Wentites Co.. Ltd 


WASTE CONTAINERS 


Bennett Mfg. Co. 
Lexco Engineering & Mfg. Corp..July, 151; an 


WATERCOOLERS, BEVERAGE MACHINES 
LN, WOM scx cesannscs ae Nov., 


Powell Enterpr ises, Inc Dec., 
Sunroc Corp, July, 128: Dec., 


WIRING, EXTERIOR 


CMG Industries, Inc. .. ix ' Sept., 
errr ere ; July, 


128 
148 
195 
170 
164 
148 
229 
168 
126 
18! 
162 
205 
214 
178 


119 
205 
130 
157 
154 
202 
164 
128 


136 


; 170 


144 


95 


166 


, 224 


92 


" 166 
‘131 


, 183 
, 209 


., 218 
, 207 


435 


176 
217 
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No ONE 


DOES BUSINESS 
wiTHouT FORMS! 


But some folks aren’t using 
the best forms constructions 
for their work. Even Santa 
doesn’t waste money that 
way! The Manual of Business 
Forms describes the tremen- 
dous number of available 
forms constructions so that 
you can select the best one 
for your business. Time 
studies of forms processing 
operations are reduced to 
efficiency factors in easy-to- 
read charts which pinpoint 
the basic advantages and dis- 
advantages of each type of 
construction. 


THE ONLY OBJECTIVE 
WORK ON FORMS! It may 
save you enough money on 
one redesigned form to make 
you really believe in Santa 
Claus! Order a copy today. 
$2 Postpaid in U.S. 


OFFICE PUBLICATIONS CO. 
232 Madison Ave. 
New York 16, N. Y. 
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IRVIN A. HERRMANN 


Price $3.25 


just out e 


Describes all processes. Shows which 
to use for best results in any situa- 
tion ... and which methods not 
to use. 

Tells how to prepare masters and 
make the most economical use of 
whatever equipment you may now 
have ... how to combine advantages 
of one process with those of an- 
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the only book of its kind 


other to save time and money. 

Over 200 pages of helpful infor- 
mation and illustrations (including 
100 pages of advertising by dupli- 
cator manufacturers with Buyer’s 
Guide index). 

$3.25 a copy postpaid from Office 
Publications Co., 232 Madison Ave., 
New York 16, N. Y. 
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Acco Products, Inc 

Acme Visible Records, Inc 

Addo Machine Co 

Aetna Steel Products Corp 

Allen & Co. 

Allen Business Machines Inc., R. C 
Alliance Rubber Co 

American Numbering Machine Co 
American Stenci| Mfg. Co 

Ames Supply Co 
Arnot-Jamestown Division 

Atlas Stencil Files Corp 

Ayres Corp 

Badger, Inc 

Bankers Box Co 

Basten, Peter 

Baumgarten, Fred 

Bohn Duplicator Corp 
Bonnar-Vawter, Inc 

Borroughs Mfg. Co 

Box O-12 

Box 1256 

Bruning Co., Charles 

Bud Type Cleaner Co 

Bunn Co., B. H 

Burroughs Corp 

Calculator Equipment Corp 
Can-Pro Corp, 

Carteret Printing Co 

Cashere Corp. 

Catskill Craftsmen, Inc 
Cel-U-Dex Corp. 

Chauvin, Y. A. 

Chesley Industries, Inc 

Clary Corp 

Codo Mfg. Corp 

Cole Stee! Equipment Co 
Collamatic Corp 

Columbia Ribbon & Carbon Mfg. Co 
Commercial Controls Corp 
Convoy, Inc 

Copease Corp 

Copy-Craft, Inc 

Cormac Industries, Inc 
Cotterman, |. D 

Cramer Posture Chair Co 
Cromwell Printery, Inc 
Cummins-Chicago Corp 

Davidson Corp 

Delbridge Calculating Systems, Inc 
Dewberry Engraving Co. 
Dick Co., A. B 

Diehl, GmbH, Rechenmaschinenfabrik 
Ditto, Inc 
Duplicate Forms Co 


192 


95 


49 
79 


157 


152 
17 
139 
156 
164 
62 
150 
6,7 
102 
14] 
16 
144 
137 
4 
50 
97 
29 
108 
87 


109 
151 
152 


"20, 21, 97, 108, 155, 181 


153 


Inner Back Cover 


136 


Eastern Corp 

Eastman Kodak Co 

English Numbering Machines, Ltd. 
Envelope & Paper Corp 

Eraser Co 

Esleeck Mfg. Co 

Estey Corp 

Eureka Specialty Printing Co 
E-Z Sort Systems, Ltd. 
Faber-Castel! Pencil Co.. A. W 
Facit, Inc. 

Ferris Business Equipment 
Fisher Pen Co 

Fisher Research Laboratory, Inc 
Force & Co... Wm. A 

Gates Acoustinet Co 

Arthur J 
Genera! Binding Corp 

Genera! Multi Forms Sales Co 
Gilbert Paper Co 

Gingher Mfg. Co 

Graphic Systems 


Gavrin Press, Inc 


Groveton Papers Co 
Hall--Welter Co 
Haloid Co 
Heat-Timer Corp 
Hey Co., D.C 
Hush-A-Phone Corp 


Indiana Cash Drawer Co 

Industrial Shredder & Cutter Co 
Ink Specialties Co 

Inserting & Mailing Machine Co 
inter-Continental Trading Corp 
International Business Forms, Inc 
International Office Appliances, Inc 


Johnston Adding Machine Co 
Jones Box Corp., Jesse 
Justrite 


Kee Lox Mfg. Co 


Lagomarsino—FAI 

Lansdale Products Corp 
Lassco Products, Inc 

Lee Products Co 

Legge Co., Walter G. 
Letterex Corp 

Linen Supply Assn. of America 
Litho Engineering & Research 
Lithoplate, Inc 


Management Contro! Charts Co 
Manpower, Inc 

Marchant Calculators, Inc 
Martin-Yale, Inc 

McBee Co 

Mead Corp 


December, 


THe OFFIcEe 
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Melind Co., Louis Remington Rand Division 35, 64 
Michael Lith, Inc Resulta Adding Machine Co 172 
Rite-Line Corp 179 


Midwest Rotary Maniforms 
Roberts Rubber Co., Weldon 170 


Milwaukee Metal Furniture Co 


sy 


ee nage Robotyper Corp 2 

Sinise Genes ate Co. 30, 31, 116, 117 Roll-O-Graphic Corp poe 

Meets, tac. PG. one ‘ ' Royal Typewriter Co 18, 99 

Morris Co.. Bert M Saunders Mfg. Co 103 
; Schlegel Mfg. Co 26 

National Blank Book Co Shaw-Walker Co 110 

National Cash Register Co Shredmaster Corp 92 

Nippo Machine Industry Co., Ltd. Signal Office Services, Inc, ... _ 148 

Norta Distributing Co. .. ‘ Pica wa ea at Smead Mfg. Co 184 

Office Publications Co. . ae Smith, Inc., Charles C 172 

Old Towr Corp Smith-Corona, Inc Inner Front Cover 

Olivetti Corp. of America Snower & Co., M 40 

Onyx Precision Forms Co Storms Co., H. M 

Outlook Envelope Co Tab Products Co 

Palson Mfg. Co Tauber Plastics, Inc 

Peerless Imperial Co. Thomas Collators, Inc 

Phillips Process Co Traveletter Corp. af, 

Pioneer Toledo Corp. Typewriter Sundries Co., Ltd 

Pitney-Bowes, Inc, , Underwood Corp Outer Back Cover 

Plastic Binding Corp. 

Plymouth Rubber Co 

Port Huron Sulphite & Paper Co 

Print-O-Matic Co Victor Adding Machine Co 

Rapid Roller Co. Visi-Shelf File, Inc. 18 

Regal Typewriter Co. . Wassell Organization 

Regna Cash Registers, Inc Wausau Paper Mills Co. 

Reliable Typewriter & Adding Machine Co. Worden Co, 


Vari-Typer Corp 37 
Veeder-Root, Inc 58 





A Good New Year’s Resolution 


FILE YOUR COPIES OF 


The lice 
IN HANDY VOLUME FILES 


This new durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 
(six months) of THE OFFICE with the volume index in the last copy (June 
and December); two files hold an entire year’s issues. Files are reusable 
and unconditionally guaranteed or your money back. Postpaid in U.S. 


| File (for six months’ issues) $2.50; 2 Files (for a year's issues) $5.00; 3 Files for $7.00; 6 Files 
for $13.00. 


Jesse Jones Box Corporation, P. O, Box 5120, Philadelphia 41, Penna. 

Please send me, postpaid, ...... files. | enclose .. Bill Me 
Name ... a eee ye .. City 

Address 
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As We See It... 


From time to time on this page we have sought 
to emphasize the vital importance of the office in 
implementing a company's public relations. The 
office is a major focal point ina firm's relations 
with its public. Here actual contact turns theory 
into practice and it can be determined whether a 
public relations policy is of benefit or just so 
much wordage. 


“e"e"e"e"e%e"e"e" 


The results are often adverse, or at best 
indifferent. Curt receptionists, brusque tele- 
phone operators and/or snooty secretaries under- 
mine all the well-written and suave phrases of the 
public relations. boys. These qualities are more 
widespread in departments where constant traffic 
with outsiders is not the main function, but contact 
is frequent enough so that bad impressions hurt, It 
is in this area that office executives can give mean- 
ing to the best in public relations. They should see 
to it that everybody in all their company offices 
everywhere follow common sense principles of cour- 
tesy and consideration with all those coming into 
any sort of contact with their firm. This personal 
touch with outsiders can be far more helpful to 
management than the written manuals and reams of 
internal literature, which are viewed so often with 
impersonal detachment. 


eeeeee ee eee 
eeeeeeeee eee eee ee 
©9000 0 © © 0 0 0 0 0 ¢ 9° 


+ 


A couple of years ago we inveighed against 
bad telephone manners, including the egotistical 
discourtesy of having one's secretary initiate a 
telephone call, only to tell the recipient to wait 
until you can come to the phone. Although telephone 
etiquette appears to be somewhat improved today, 
too many rude expediencies are still invoked, 
falsely justified by the pressures of time and com- 
petition. These further damage an organization's 
good will. 
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_ INTEGRATED 
| DATA 





PROCESSING 


Can |. D. P. save your company money ? 


YOU'LL FIND THE PROFITABLE ANSWERS IN THIS FREE BOOK 


Automation of your office can start with this free book. It within a single department, between departments, or 
tells you what Integrated Data Processing is, how simply it throughout the branches and plants of a nation-wide organ- 
can be applied to your business, how little it will cost you, ization, this book is a guide to money saving and increased 
how to start and where to start your program efficiency for you 

it tells you how DITTO gives you Integrated Data Proc Below are representative examples of companies like your 
essing in its simplest and most inexpensive form. Regard own which are already enjoying the benefits of DITTO Inte- 
less of whether you are concerned with processing of data grated Data Processing 


*tHow DITTO ORDER-INVOICE PRODUCTION | PURCHASE- PAYROLL 
Rubber Goods Hardware manuta ; RECEIVING Construction Engi- 
1. BD. P. manufacturer saves turer saves $24,000 , Military Aircraft neering company 
$27,000 a year a year i manufacturer saves saves $30,000 
| 


See See $50,000 annually nnually 


DATA INTEGRATED 
ON SINGLE 
MASTER ARE NEVER 


REWRITTEN 


DITTO | 


%* Send for complete case histories telling how these savings are made 
Take the First Step to Automation in Your Office—MAIL COUPON TODAY 
DITTC Inc., 6888 N. McCormick Rd., Chicago 45, til 
DITTO, ot Vanaaa ita., loronio, umario 
DITTO, (Britain) Ltd., 126/128 New Kings Road, Fulham, London, S.W. 6 England 
At no cost or obligation, please send us 
Integrated Data Processing Brochure 
Case histories and information on how vou can save us money, time and 
effort with DITTO |. D. P. for 
Order. Billing Production Purchase-Receiving 
Payroll Inventory Other 


Name, Position ——— 
Company_____. 
Address____ 


County______State__ 
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From simple carbons to big photocopy jobs... 


NEVER BEFORE SUCH PRINT-PERFECT COPIES! 


EXCLUSIVE <a 


Golden Touch Extra-Sharp Carbon 
Ribbon gives startling new clarity for 
duplicating jobs that require a perfect 
master copy! 


Golden Touch Multi-Carbon Dial— 
a fingertip touch and you’re all set for 
up to 20 clear carbons! 


new underwood 


Golden Touch 


electric 








Personalized Type Styles for distin- 
guished print-perfect reproductions! 


Added Plus: the ease and speed of the 
new Golden Touch Electric! In smart 
office colors, too. Call your Underwood 
office today. 


underwooGd 
The uly. oleae tyounil, ath oldu Jouelr 
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enjoy unparalleled 


EASE OF OPERATION 


on the world's fastest electric 


What makes the new SMITH-CORONA 

ELECTRIC easier to work with than 

any other typewriter? Three 

exclusive features: a keyboard slanted 

to fit natural finger movements...more 

controls located in the keyboard area 

than any other electric...quietest 
operation of all electrics. Seeing 

and trying—is believing. Call your 

local Smith-Corona representative 


for a 10-minute demonstration. 


SMITH-CORONA ELECTRIC 


—— best business connection you ever made 
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STARS 


of office 
reproduction 






DIAL-A-PLATE PRINTER 


Expose your own offset 
| plates automatically and 
faster, with this safe en- 
closed light source printer. 


a for xerography 
kx and film reproduction 


xk 
320 CAMERA 


For greater versatility and 
ability to handle the larger 
volume of all copy work. 


tok 
TWINKLE CAMERA 


Most compact, accurate 
office-type camera avail- 
able. Auto-focusing and 
desk level copy loading. 


Free — send today for Free 


bulletins including complete informa- 





ee 


P i tion and prices of above equipment. 
: Robertson } 

: Pvt MECHAM ¢ : ROBERTSON PHOTO-MECHANIX, INC. 
Lee eee ee eed 7438 LAWRENCE AVENUE . CHICAGO 31, ILLINOIS 
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KIT CONTAINS: 


@ Pages of useful cartoons and drawings 


@ Samples, with production memos, for 
soles bulletins, 2-color price list, and 
form letters 


@ Dozens of suggested format ideas 


@ Instructions on using mechanical and 
photographic negatives for superior 
results 


@ Instructions on using money-saving 3M 
Brand Photo Offset Plates 


REE Better Bulletin Kit 


Make a better impression! Many tested 
economical and rewarding ideas for up- 
grading your printed materials are yours 
FREE with the 3M Better Bulletin Kit 

With this free kit and 3M Brand Photo 
Offset Plates, you not only can improve 
the quality of your office communica- 
tions, but you save time and money 

With 3M Plates, you need no addi- 
tional equipment. In fact, you need only 

of the usual floor space . . . and you 


can eliminate much expensive, space- 


consuming equipment, many chemicals 
3M Plates are pre-sensiti ed, they 
can go trom package to press in minutes 

But, most important, 3M Brand Plates’ 
super - smooth Surface assures 
the sharp 


Because 


erainless 
you of flawless reproduction 
highlights, smooth solids and fine tonal 
gradations that say ‘foremost quality.” 

Make a better impression and save 
money. If you are directly concerned with 
your company’s printed office communi- 
cations, mail the coupon below TODAY. 


Remember, for complicated single and multi-color lithographic jobs... look to your local lithograher. 


Please send me, 


Build A Better Bulletin 
We have a 
Name 


Address 


22 Se. 
-. "3M" 


eeeereeveeeeeveeeeveeeeeeaene 


FOR BETTER BULLETINS ...MAIL THIS COUPON TODAY 
MINNESOTA MINING AND MANUFACTURING Co 


3M Photo Offset Plates 


World’s Largest-Selling Pre-Sensitized All-Aluminum Photo Offset Plates. 


without cost or obligation 


Press 


is a registered trademark of Minnesota Mining and Manufacturing Co., St. Paul 6, Minnesota. 
General Export: 99 Park Avenue, New York 16, N. Y. In Canada: London, Ontario. 


o> * 
eevee eeoereeseeeeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeeeeeeeeeeee 


, Dept..ER-10S, St. PAUL 6, MINNESOTA 


your complete kit on “How To 


Position 
Company 


City State 
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Wausau makes a specific paper 
for each of the 3 major processes. 


OFFSET GRADES 
Wausau Bond 
Exact Bond 
Wausau Ledger 
Exact Ledger 
Wausou Opaque Offset 


STENCIL DUPLICATING GRADES 


Wausau Mimeo Bond 
Exact Mimeo Bond 


SPIRIT and GELATIN 
PROCESS GRADES 


Wausau Duplicator 
Exact Duplicator 


OUR 57th YEAR 


WAUSAU fine impression papers are made 
especially for faster, easier handling, quicker 
response to office machine action and for 
smoother running than ordinary copy paper. 
The surfaces are treated to insure perfect ink 
reception, the ultimate in clear, sharp impres- 
sions, whether the process used is offset, stencil 
duplicating, spirit or gelatin process. 

Uniform and full-bodied, with extra bulk for 
weight, rigid for high speed operation . . . de- 
pendable for automatic feeding . . . Wausau 
Impression Papers have a combination of advan- 
tages that is unmatched for efficiency. 


The complete Wausau Impression Paper 
line is available nationally through 
authorized distributors and _ stationers. 





Artisans of < 
Fine Papers 


— = 





1 ae. i 
Stencil | [ > Spirit or 
Duplicating /4 SS) Gelatin 
| Process 


| | 
| 
| | 





WAUSAU PAPER MILLS CO. 


General Sales Offices 


111 West Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN Member — Wisconsin Paper Group 
For More Information Circle No. 110 
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WHICH PROCESS FOR WHICH COPIES? 


Mimeograph? Offset? Azograph"? Spirit? The fact is that one 
of several duplicating processes can be used to produce all the 
kinds of copies shown above—and many others. But, which proc- 
ess best fits your requirements? That is the key question. This 
special issue of The Office is published to help you answer it. 
And your A. B. Dick Company distributor can help you answer 
it too. Since he has all four major duplicating processes he is 
unbiased—able to demonstrate them all. 


R R 
THE FIRST NAME IN DUPLICATING 
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AZOGRAPH-SPIRIT- MIMEQGRAPH- 


—your A. B. DICK Company Distributor has them all 


, = 


AZOGRAPH- SPIRIT 


Here, at last, is low-cost, 

stain-free duplicating for the 

many times when five to fifty 

and more copies are needed in 

a hurry. The Azograph 

duplicator can also be used for 

the spirit process to produce 

copies in five colors in 

one operation. MIMEOGRAPH 
For ten to thousands of copies in rich black and/or 
colors, there are the new A. B.. Dick® mimeographs. 
New, fast-drying inks eliminate the need for slip-sheeting; 
permit immediate clean, clear duplicating on both sides 
of the paper. A. B. Dick mimeograph products are for use 
with all makes of suitable stencil duplicating products. 


and here is the new A. B. Dick folder 

Feeds and folds single sheets or stapled sets automatically 
in a wide variety of folds. Easy to use, it saves time, 

cuts costs, increases accuracy and is 

surprisingly inexpensive. 


- J 
} \ B |) | C K 
For More Information Circle No. 131 


Manual of Office Reproduction 





OFFSET 


If you need up to 9000 

copies an hour of written, typed, drawn or 

photographed material—in fine line—with 

half-tones—with solids, then you will want to see the new A. B. Dick 

offset duplicator, Model 350, with exclusive AQUAMATIC control that 
assures top quality copies right from the start. No adjustment required for 
differences in paper weights or master thicknesses. This is the machine that 
has really given the green light to offset duplicating. 


For more information—Call your A. B. Dick Company distributor. 
You will find his name listed under Duplicating Machines in the 
classified section of your phone book. Or write A. B. Dick Company, 
5700 Touhy Avenue, Chicago 31, Illinois. 


MIMEOGRAPH  AZOGRAPH © SPIRIT PROCESS 
OFFSET? IMPRESSION PAPER + FOLDING MACHINES 
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DO IT THE SENSIBLE 


STEN-C-LABL 


..-addressing 
multiple shipments 
as by-product of 
office procedure 


@ STEN-C-LABLS pre-tabbed to continuous 
forms being addressed on IBM tabulating machine. 


Addressing of multiple shipment direct 
to PANL-LABL printed on carton. 

STEN-C-LABLS CAN BE ADDRESSED ON 
ANY TYPE OF OFFICE EQUIPMENT: 

@ on manual typewriters 

@ on electric typewriters and billing 

machines 

@ on electric accounting machines 

@ on Card-o-type 

@ on Teletype 

@ on Flexowriter 


With STEN-C-LABLS, you actually elim- 
inate several steps inthe usual multiple 
addressing process. The STEN-C-LABL 
is addressed at the same time as your 
invoice, order or bill of lading, what- 
ever your procedure or equipment. 
Addressing errors, mis-shipments are 
avoided. 

STEN-C-LABLS are sent to shipping 
department securely fastened to ship- 
ping copies. Shipping department 
makes unlimited impressions direct to 
PANL-LABL on carton with STEN-C- 
LABL applicator. You save the cost of 
buying gummed labels and the time to 
address and fasten to carton 

Thousands of dollars are being saved 
by present user liminating office ad- 

, 


dressing of tipping labels and cutting 


“ lyetpl , 
costs on handling of multiple shipments. 


Learn how STEN-C-LABLS can help 
solve your multiple shipping problem 


See your business forms supplier 

or write TODAY for FREE brochure 

showing detailed operation and 
actual installations 








ico 


STEN-C-LABL, INC. 


Inventors of the carbon-backed, tape-edged, tab-on stencil and system 


Dept. MOR, 2285 UNIVERSITY AVENUE, ST. PAUL 14, MINN. 
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THIS CANNY 
CUTTER KNOWS 
HIS STUFF 


Tnis business of beavers, the trees they fell and the dams they build is an 
age old story of marvelous precision... but not nearly as precise as the 
Fraser cut-stock story — with tons and tons of true, square edged Snowland 
Bond, Mimeo and Duplicator being fed into printing presses and small repro- 
duction machines year after year. This unvarying cutting accuracy means 
perfect register, greater speed in handling and better printing results... 
all adding up to a better buy for office paper users who specify these Fraser 
papers. Sold by leading merchants. 


FRASER PAPER, LIMITED 
Mills: Madawaska, Maine 
Sales Offices: New York, Chicago 
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Order-Handling 


Do you recopy or retype 
order data at any step, 
including invoice? 





How many ways 


did 


. Purchasing 


Do you retype or rewrite 
purchase information for 
receiving or accounting 

departments ? 





“Repeat Writing’ 


waste money 


. Production 


Do you recopy infor- 
mation to schedules, 
shop tickets, or other 
production forms? 





in your business 


today? 


if you answered “‘Yes”’ to even one 
of these, Ozalid Direct Copying 





will save you money 


@ Single originals, written just once, 
produce all the paperwork you need 
in any of a dozen operations—when 
you Direct Copy with Ozalid. Costly 
handcopying, retyping, and manual 
copy errors are completely eliminated. 


. Accounting 


Do you retype or handa- 
copy prior figures for 
accounting reports and 
records? 











Ozalid makes anything 
written, printed, typed or drawn on 
any paper that transmits light—at the 
lowest cost-per-copy of any similar 
process. Actually, a letter-size sheet of 
Ozalid copy paper costs you less than 


a penny. 


Coples ot 


For the full story, call your local 
Ozalid representative, or write: 
Ozalid, Dept 56, Johnson City, N. Y. 


DIRECT [COPYLSYSTEMS 
Toury/ 


A Division of General Aniline end Film Corporation, Johnson City, N.Y 


es Owens Co., Ltd, Montreal 


For More Informati¢ 


In Canada— Huet 
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Here’s exciting collating news! Now, as 
never before, you can cut those painfully 
high collating costs with the all new 
electric-powered or mechanically oper- 
‘ted Thomas Collator! 


And only the all new Thomas Collator 
offers all of these important operational 
and design features. There's exclusive 
Speed Load Control that permits faster, 


easier stacking in bins . . . new Rotating 
Feed-Fingers for unparalleled efficiency 
. .. increased bin capacity and size... 3 
models, 6 sizes from new table-top to 
new tandem .. . beautiful modern styl- 


( I 
POWIAS 


t dine Sure: 


More In Use Than 
All Other Makes Combined 


165 SALES AND SERVICE 
OFFICES COAST-TO-COAST 
> Te. 


1956 
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ing . . . and so many, many more im- 
portant built-in advantages! 


Whether you spend 2 or 200 hours a 
week collating sales bulletins, price lists, 
reports or any other duplicated material, 
there’s a specific model to fit your needs. 


Today find out how you can say a thank- 
ful “good riddance” to the time waste 
and confusion of old-fashioned collating 
methods. Fill out and mail coupon for 
your free copy of our colorfully illustrat- 
ed brochure that tells how to increase 
efficiency, perk up office morale and re- 
duce costs by as much as 70%. 


Thomas Collators Inc., Dept. Cc 
50 Church Street, N.Y.C. 7, N.Y. 
(] FREE New Full Color Brochure 

(1) FREE Thomas Collating Cost Calculator 
(.) Demonstration at my convenience. 
NAME 
(Please Print) 


COMPANY 
ADDRESS __ 
CITY 


STATE_ 
149 
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~~ Columbia Hecto Masters 

= are Super Clean 

because they're 
Supercoated! 


No matter which Columbia 
Ready-Masters you use—Mara- 
thon, Commander or units for 
preparation by xerography— 
you'll find them the cleanest- 
handling line on the market for 
your duplicated forms—plain or 
printed. That’s because they’re 
supercoated. Supercoating is the 
unique process in which a Clear 


a typewriter, printing press or 
writing instrument to produce 
perfect transfer of the carbon 
image! Your choice of colors, 


too: black, blue or traditional 


protective film is applied to the 
hectograph carbon and its side 
edge. Rub your hand over this 


purple. 
Get the best out of your dupli- 
cator by giving it the best to 


work with. Get Columbia Super- 
coated Ready-Masters! 


hard, glossy surface—nothing 
comes off! It takes the action of 


RIBBONS - CARBONS - DUPLICATING SUPPLIES 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 


Free Booklet! 9613A Herb Hill Road, Glen Cove, N. Y. 


Fill in coupon 
and attach to 
your business 
letterhead for 
your copy ot 
“Quality 
Duplicating 
with 
Hectograph.”’ 


Send booklet, “Quality Duplicating with Hectograph” 


Name 








Company 


Address 





City 
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Colitho Plates 


and Supplies 
make any 
oltset 
duplicator 
a better 
ottset 
duplicator 





- * ° , 
Are your offset duplicating results really .. products, now featuring a full selection of 


all you'd like them to be? ° 

If they're not don't throw out that 
expensive duplicator! 

Chances are, inferior plates and supplies 
are holding it back. For either ex- 
tensive systems work or the repro- 
duction of a single ferm, you'll get 
sharp, clear copies in greater num- 
bers with the completely matched line , 
of Colitho Plates and 
Supplies 

That's because Colitho 


FREE CATALOG! 
Investigate this fine line. 
Send for the colorful 
“Colitho Offset 


Duplicating Plates and 
Name 


sensitized negative and positive plates, 
are engineered for a// machines not 
just one! Consequently, they produce the 
finest results—regardless of the brand du- 
plicator 
So, as we don't 
blame the duplicator. Get 
the plates and supplies that 
will give it the full oppor- 
tunity to do the grand job 
it's capable of. Get Colitho 
products 


said, 





THE “ONE-WRITE"” WAY TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
9613 Herb Hill Road, Glen Cove, N. Y. 


Okay, send me the ''Colitho Offset Duplicating Plates and Supplies" catalog. 





Supplies" catalog.*Mail 


coupon with your Company 





letterhead f 
etterhead for your ‘silidiaas 





free copy today. 
City 


Zone___ State 
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Only Rex-Rotary D-280 has a 100% 
“Select-0-Matic” inking, regulating itself for 
Light, Medium or Dark impressions — This Inking 
System is simply exchanged for different colors. 


Only Rex-Rotary D-280 has 100% 
Accurate Registration — as a printing press. 


Only Rex-Rotary has Rubber Ink Distributing 
Rollers which are usable for other colors 
and guarantee up to 35% savings on ink. 


Only Rex-Rotary D-280 has an Eye Appeal, 
so modern that it will compliment the 
most discriminating taste in office decor. 


This amazing Twin-Cylinder duplicator uses 
quick drying Paste Ink. NEVER clogs 
or leaks. Its everlasting Silk Screen 
eliminates hardened and messy ink pads. 


Ask us — and your nearest Rex-Rotary 
dealer will be most happy to arrange 
a trial-demonstration for you. 





2S. A RF 


DISTRIBUTING CORP 


227 FOURTH AVENUE 


wew yore is. ¥ §ilk-screen mimeograph 
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most versatile, 
easiest operating 
camera for the 
Office, duplicator 
and offset plant 


Visit our Consolidated 
PRINTERAMA at 
330 West 26th Street, 
New York |, New York 


The Consolidated 18” x 22” Process Dark- 
room Camere will fit every office and off- 
set plant, producing negatives for duplica- 
tors to offset presses, from black and white 
to color processes. The great demands for 
color reproductions has touched every 
phase of the printed and pictorial world. 
With the Consolidated 18” x 22’ Camera, 
you can photograph four pages at a time, 
either form work or color prints. More and 
more offices and captive printing plants 
are recognizing the importance of precision 
process camera equipment in place of the 
varied specialized, single purpose office 


THE CONSOLIDATED 


18°x22” PROCESS 
DARKROOM CAMERA 














copying machines. With a Consolidated pro- 
cess camera, you can reduce and enlarge, 
you can make fine color copy, halftone 
negatives, line negatives, make jumbo 
photos, photocopy and be a great help to 
your advertising, sales, printing and dup- 
licator work, If it can be photographed, it 
can be done better on a Consolidated 
18” x 22” Process Camera. 


For More Information Circle No. 199 


CONSOLIDATED INTERNATIONAL 


1112 N. HOMAN AVE. @ CHICAGO 51 


The ONE Camera 
which answers the 
needs efficiently for: 
1. Duplicating 
2. Offset negatives 
3. Microfilm 
4.Photo murals 
5. Photostats 
6. Color Reproductions 
7. Color Blow - ups 

and many other uses. 


EQUIPMENT AND 
SUPPLY COMPANY | 


». ILLINOIS @ Phone BRunswick 88-4000 


330 W. 26th ST. NEW YORK 1,N.Y. @ 1430 VENICE BLVD. LOS ANGELES 6,CAL. @ 1190 BENNINGTON ST. EAST BOSTON 28, MASS. 


PHONE ALGONQUIN 5 - 4950 


PHONE RICHMOND 8-3806 


@ 24 MARKET ST. SAN FRANCISCO 11, CAL. PHONE EXBROOK 7-1521 @ 


PHONE EAST BOSTON 7 - 2921 





olivetti 


The Olivetti Lexikon Electric Typewriter produces clean, crisp, uniform 
typescript with virtually no effort on the typist’s part; the result is less operator- 
fatigue and greater efficiency than with non-electric machines. Carbons are 
more legible, and extra carbons require no extra typing effort. The Lexikon 
Electric prints, spaces, back-spaces, line-spaces, returns carriage, shifts be- 
tween upper and lower cases and repeats dots, dashes, x’s and underlines 
electrically. An exclusive On-Off Switch shuts the motor off when the machine 
is idle for 60 seconds. For information, see your Olivetti dealer, or write to 
Olivetti Corporation of America, Dept. MB, 580 Fifth Avenue, New York, N.Y. 
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DAVIDSON DUAL-LITH 
MODEL 242 “4 cass | 
) 


‘AUTOMma; AT 
|_OPERanON 


Famous Davidson 
2-cylinder principle 


All controls on the 
DAVIDSON DUAL-LITH Model 
242 are right at your oper- 
ator’s finger-tips. She changes 
masters quick as a wink, starts 
and stops the machine, auto- 
matically washes the blanket, 
controls paper feed, raises 
and lowers ink and dampening 
solution rollers, checks the 
counter — all from a sitting 
position! New ease, new speed 
for short run offset, and it’s 
best in the “long run,” too, 
with up to 6,000 impressions 
per hour. Automatic features 
mean no mis-feeding, no ; 
double-feeding, no ragged ‘ 
delivery. Clear, crisp copies 
all the time. 


Oo 
* 
- 
= 
2 
€ 


+ THe woRLD’s 


Davidson two-cylinder principle gives 9 """"""""""""" wate. =" MO-56 
you — on one machine — offset, simul- DAVIDSON CORPORATION 
taneous two-sided lithography, dry 29 Ryerson Street, Brooklyn 5, New York 


offset, letterpress, imprinting from 
Linotype slugs, Davengraving, num- (J Send brochure on DAVIDSON DUAL- 
LITH Model 242 


i 
7 
' 
' 
' 
bering and perforating. ~ , 
ts [J Send Technical Bulletin on Simultaneous 
t Two-Sided lith hy. 
) ji DAVIDSON CORPORATION PR tanner 
(FF son A Subsidiary of Mergenthaler Linotype Company ' Fee eT ee 
29 RYERSON STREET, BROOKLYN 5S, NEW YORK 7 
Distributors in all principal cities ; 
i 
' 
t 


Name__ 





“vee . 


Firm 
Address. 





_Zone___ State 
Text set in Linotype. Headings in Davidson ProType 


bee weeseeaseseaesaesansé 
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ROLL-0-GRAPHIC A COMPLETE LINE OF THE FINEST 


CORPORATION LITHOGRAPHIC SUPPLIES 
133 PRINCE ST.N.Y.C. 


4 SHADES 


GOLD 


OFFSET INKS 


EEZY-LITH 
No. 10 


INK COMPOUND T R | M 0 | 3 PLY 
- IMPORTED 


ROLCOR MOLLETON 


NacEN even | DOMESTIC MOLLETON 


ROLLER | OFFSET BLANKETS 


CLEANER COMPOUND LITHOGRAPHIC FLANNELS 








DAMPENING ROLLER LITHOGRAPHERS GUM SOLUTION 


RECOVERING SPECIALISTS 14 BAUME 
(PICKUP & DELIVERY) ROLLERS SEAMLESS FABRIC 


COVERED 


VACUUM LEATHER HAND ROLLERS 
PRINTING FRAMES PLUSH ROLLERS FOR PRINTERS 


ARC LAMPS 
(PRINTING & CAMERA) EJECTOR WHEEL 


3M 
PRESENSITIZED PLATES | > PEAK ELIMINATOR 


JROLL-0-GRAPHIC Corp. GR.9-8760 
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UNIVERSAL 
Selective Data Printer: 


Model AV systems 
machine illustrated. 





when your system calls for single item slips, 
TURN TO ORMIG... 
the world's only machines that 
SELECT, ELIMINATE, CONDENSE, SHIFT 
lines — columns — headings 


from one master without masks, blockouts, 
strip-masters or shingled forms. 











Sole Ae acon 
in the U.S.A 


Dept. MOR, 105 Chambers St., New York 7, N. Y. 


Carbon paper & ribbons e Duplicating, photocopying & systems machines & supplies 
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Now! Desk Top Copying Machine 
Gives You Direct Copies in Seconds! 


Makes up to 300 Copies Per Hour at a Cost of Less Than 1¢ Each for Materials! 
No Stencils! No Masters! No Negatives! No Messy Inks! No Vapors! 


Model 100 \ 





Eliminate Costly Labor, Delays, and Errors of 
Manual Copying in Paperwork Operations! 


| 
i t | ( 








SEE US FOR THE BEST | aa 
IN PHOTOCOPY a 
EQUIPMENT TOO! 


Bruning offers sales and 
service on Kodak's famous 
Verifax Copiers. Choose 


from acomplete lineof « 
machines and materials & = 
At right: Verifax Signet i 

Copier, $148 . 





4) =~ 











CHARLES BRUNING COMPANY, IN 10 MONTROSE AVENUE, CHICAGO 41, ILLINOIS 


Conoda: Chorles 8 r Jo) Ut 
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HERE IS A TRUE PRINT-STYLE TYPE THAT IS 


Instantly Changeable 


SECONDS 10 CHANGE TYPE DIFFERENT TYPE FONTS IN USE AT ONE TIME 


YOU ARE READING ‘VARI-TYPING’ IN THIS COPY 


This attractive professional-looking composition can be 
produced in your own office by your office typist. Think 
of the savings. Your regular office duplicator can make : 

productions from masters type-composed on the Vari-Type: 
for all your own forms, literature, catalogs, price and parts 


lists, and other items of printing and duplicating 


HUNDREDS OF DIFFERENT STYLES...ALL IN ONE MACHINE! 


All the popular styles of type....Gothic, Roman, Pold- 
Faced, Italics, etc., all available in one Vari-Typer 
the only machine with changeable print-style type faces, 


hangeable impression, automatic justify ing and ruling 


@ MATHEMATICAL, CHEMICAL AND OTHER SPECIAL SYMBOL TYPES 
@ LANGUAGE TYPES FOR ALMOST EVERY COUNTRY IN THE WORLD 


Body copy by Vari-Typer. 
Hleads photo-composed on 


the Coxbead-Liner 


VARI-TYPER CORPORATION 


ECO | 
HE COUPO! 720 Frelinghuysen Ave., Newark 12, N. J 


R COMPLETE 
DETAILS AND 
ILLUSTRATED 


LITERATURE 


Please send me VARI-TYPER Bow No. C-S 


> 
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Arrow indicates how automatic feed 
swings away for loading tray or for 
hand feeding. (Inset) Exclusive, self- 
leveling stripper pin with optional 
blades for positive feeding of paper 
or card stock. 


Feed rollers slide together, center feed 
small forms, coupons, post cards, auto- 
matically. Segmented master clamp 
with blockout slot firmly grips all 
masters. Scale on drum and tray for 
positioning. 


IT GOES LIKE 
A BLUE STREAK 


NEW ERA MODEL 


——- 


EVERYTHING YOU COULD WISH 
FOR IN A FLUID DUPLICATOR... 


answer fo the copying problems of 
Business + Industry + Institutions 


ROCKE 
Leclric 


This fabulous Standard Rocket Duplicator 
goes like a blue streak . goes smoothly, 
quietly, faultlessly. The last word in de- 
sign, it provides the fastest, most satisfac- 
tory method to reproduce rush notices and 
bulletins or to handle, in a single writing, 
all the copies necessary for purchasing, 
production, order-invoicing or for educa- 
tional purposes. With motor self-contained, 
it’s convenient to use on a desk, file top 
or table. Matching cabinet available, if 
desired. 

Standard, pioneer of fluid duplicating in 
America, with a proud reputation to up- 
hold, guarantees you a top quality dupli- 
cator at a most reasonable price. Write for 
literature or a demonstration. There’s no 
cost or obligation. 


For More 
information 
Circle No, 101 


STANDARD DUPLICATING MACHINES CORPORATION, EVERETT 49. MASSACHUSETTS 





Get this 
KIT for... 











the Best in Sey Cotting | 


Master Sheets that Give You Clearer, Faster 


Copies of Original Material than Ever Before Eliminate Costly Hand Copying, 
Proofreading, Errors—on Forms 
Like These: 


Whatever your direct print process (Ozalid, Bruning Copyfiex, 
Pease, Paragon Revolute and others they’re all at their best 
Analysis Pad Rulings 
when fed National Translucent Forms to duplicate reports, draw- inventory 


ings, charts and records. Copies are CLEARER . . . MORE Order and Invoice 
a - ; — yotweo ’ 79 Comparative Sales Record 
QUICKLY RUN OFF THAN EVER. Here’s why 1) We’ve 


Inter Office Memorandur 
made technical advances in stepping up the sheet’s translucency U. S. Outline Mop 
2) We use more opaque inks in rulings and headings. Reproduces 8 x 8 Inch Quad 


, Form Layout Sheets (pica or elite spacing) 
lead pencil, ink or typewritten matter equally well 9 





Oe ee SO ON OD OE SO 
1 


L caitrgtaty ol National Blank Book Company 
iy Dept. 206 Holyoke, Massachusetts 
Send for new poge 
catalog showing up to Please send free Translucent Forms Kit showing actual forms on your 
500 money-saving stock new translucent paper [ 
forms in 4 colors avail Enclosed find $1.00 for "Better Record” catalog 0 
able at National Sto 7 
tioners or direct from us Name 
Price $1.00 Company 
1 Address 
My Stationer ts 


ee 
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26 exclusively-Whitin features 
from loading platform to delivery tray make the 
Whitin Masterlith Offset Duplicator an incomparable time-saver 
for you because it’s simple to set up,easy to operate. 


Produces high quality copies economically .. . and fast. 


nnn | 
Hiniin business equipment corporation 


WHITINSVILLE, MASSACHUSETTS 
CHICAGO + BOSTON + ATLANTA + ROCHESTER 
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only “iit has all of these 


features as standard equipment 


No tools required to make normal 
operating adjustments. 


All Operator’s controls and adjust- 
ments on the same side. 


Entire inking unit 
(Quick color change.) 


removable. 


Ink form rolls (2) ball bearing 
mounted. 


Dampener ductor roll — full width 
for ‘“‘clean-to-the-edge”’ operation. 


Single lever control for applying 
dampener and ink form rolls to 
plate. 


Electric static eliminator built in 
at paper receiver. 


All cylinders ride on tapered roller 
bearings. 


Plate cylinder provided with single 
Vernier wheel for tightening metal 
plates and spring tension for paper 
plates. 


Plate cylinder takes pin bar, oval, 
serrated or square end_ plates. 
(Snap-on change.) 


Blanket clamp tightened by Ver- 
nier wheel. 


Impression cylinder provided with 
combination lock-position and 
spring-loaded pressure. 


Paper activated trigger establishes 
contact between plate, blanket and 
impression cylinders. 


Tumbler paper grippers (7) control 
paper through entire duplicating 
cycle. 


15. 


Transfer cylinder, with 7 grippers, 
delivers paper into’ receiver 
without adjustment and permits 
“bleeding” on 3 sides. 


Paper loading platform side and 
back guides move with platform 
flip-up for fast paper loading. 


Paper loading platform tilted to 
force paper up to front paper guides. 


Paper separation by 2 adjustable 
separators. (Cat’s whiskers. ) 


Air paper separators are adjustable 
in height and direction without 
stopping machine. 


Single pull out roll provides straight, 
accurate transfer of paper from 
paper platform to conveyor. 


Paper conveyor guides are static- 
free, ball-type. 


Accurate registration provided at 
head and side by Vernier adjust- 
ments. 


Pantographic paper conveyor con- 
trol permits unified adjustment of 
tapes, paper guides and joggers 
(while machine is running). 


Paper stop bar has angular ad- 
justments to straighten image to 
paper. (No plate twisting.) 


Paper feeding control at both paper 
feeder and paper receiver. 


Convenient electric outlet for ap- 
pliances. 


PLUS plate and impression cylinders chrome plated, blanket cylinder nicke} 
plated, double suction feet, center air blower, left and right paper conveyor joggers, 
dampener oscillating roll, auxiliary ink oscillating roll, light fixture at receiver, 
variable position jogging receiver, built-in electric static eliminator and built-in 
wrench for cylinder adjustment. 
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The New Revolutionary 


PHOT Quapd 


PHOTO COPYING MACHINE 


This is the ONE MACHINE that 


every office is waiting for! 


MAKES 10 COPIES or 1000 COPIES! 


at the unheard-of cost of LESS than 2¢ each! 


Not just another photo copying ma- 
chine . . . PHOTOrapid is the ONLY 
MACHINE that combines all copying 
operations . . . makes sharp, black con- 
ventional copies of anything in just 
seconds under any light conditions— 
AND in addition produces unlimited 
prints from its own PHOTOrapid 
transparencies, using the diazo system. 
All for the unheard-of price of LESS 
than 2¢ per print! 


PHOTOrapid copies ANYTHING 
your eye can see—one side or two side 
printed material, opaque originals, col- 
or, ads, reports, letters, maps, bills of 
lading—literally anything! Currently in 
use in 46 countries throughout the 
world! MAKE US PROVE THESE 
CLAIMS! One quick demonstration in 
your own office will convince you. 
Write or call today for literature and 
FREE DEMONSTRATION. 


PHOTOrapid of AMERICA, Inc. 


320 BROADWAY, NEW YORK 7, N. Y. * Phone WOrth 2-3930 


3620 Oakton Street, Skokie, Illinois JUniper 8-1600 Representatives 


WACO deltmaleliv ae. 074i) en a Segundo California ORegon 8-9025 in principal cities 
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when 
every copy 
must be 


sharp... 


—_ 
she prefers NEKOOSA PAPERS 


| 


Is of papers, 


ng all kin ¢ 
Nekoosa Papers make 
Nekoosa dupli 

he machines 

® Specify Nekoosa 

Papers on your 
next printing order. 


Also available, in 


always 


Bond is 


never 
bright coptes 


1 
ake erasing 


office sizes, at your 
stationery store. 


Nal n 
r © Nekoosa Duplicator 


1 © Nek a Offset PAPERS 


5) 


ARDOR Papers 


PAPER COMPANY e@ PORT EDWARDS, WISCONSIN 
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50 MILLION 
MAILINGS 


and STILL GOING STRONG! 





INSERTING | 
& MAILING 
MACHINE 


Over 50 million mailings, virtually no wear! 
That’s what a user reports after 8 years for the 
machines that gather up to 8 enclosures, stuff them into envelopes, 
moisten and seal flaps, meter postage or print indicia, count 
and stack. Operating at a production speed of 3,500 to 4,500 
pieces per hour, with minimum maintenance, they will produce 
200-250 million mailings in 25 years without overhaul! 
And mechanized mailing saves 80° 
of old fashioned hand method costs! 


Write for this descriptive catalog 


INSERTING AND MAILING MACHINE CO. 
PHILLIPSBURG, NEW JERSEY 


ne 
GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA 





4 


= poms was 


INSERTING AND MAILING MACHINE CO., Phillipsburg, New Jersey 
L) Send descriptive catalog. [] Arrange a demonstration. 
We mail ...M per 

Name 

Firm 

Address 

Gey... Zone State 


a 
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in construction as well as in practical use - 

Geha duplicators guarantee both. They have 

been renowned for many years the world over 

as time and money saving aids for office organiz- 

ation, propaganda and sales work. The unsur- 
passed leader, the Geha Automat 300 DA. 
The combination of the Geho slip-sheeter 
and Geha quick drying ink produces 


print-like copies even on bond paper. 


For literature, work specimens and other details please write 


GEHA-WERKE, HANNOVER, GERMANY 
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Wilson Jones 


Two-Color Light Ink Rulings | guide 





‘put don't CORD GTP | with ' me 
your entries. ere f 


Right Kind of Paper gives you sharp 
unmottled copies in any direct- light’ 
printing process. 


5 Sizes — 11" x 8 1/2" to 25 1/2" |x 14") 
Punched for standard ‘binders. 





| Pa 9 Rulings -—— 4 to 18 columns, or plain. 


++ 


y | 


50 sheets to a pad. 6 pads to a box’ 
texcept-—25 1/2" x 14'|:-3-t*0-a-+pack}. 





Loose Leaf Binders 


Zor translucen 16 work sheets 





uncreased for accumulative figures 

and future reproduction. 

For all 11" x 17" accounting forms. 
1" and 2" Capacities .|. | 2 Bindings, 
~ Imitation Leather and Blue Canvas. 
5 Rings... Opening and Chosing ~ 
Triggers .._Metal Cam-Sheet-Lifters. 





In orange-color | Wd ‘boxes. at. “your 
stationery or office supply dealer today. 
Ask for a sample to test in. whatever 
reproducing equipment you use. 
—If-your-dealer can’!t—supply.you mali 1! 
this. coupon and convince yourself. 


-—_WILSON JONES COMPANY... 
—-209-S. Jefferson. St., Chicago. 6, Ill. 


“Please send a ‘sample of your | new ‘Translucent Analysis 
Sheets to iH 


++ -—~— 


Firm Name. 





Attention 








Street 


- 





~ €ity, Zone, State— 




















come fo 


Remington Rand 


Mm PRE-SENSITIZED PLASTIPLATES 


Give you one-step-to-the-press convenience. 


mm DIRECT IMAGE PLASTIPLATES 


Type, write or draw directly on their 
patented plastic surface. 


mm PLASTIPLATES FOR XEROGRAPHY 


Feature a highly receptive plate surface for 
this special process. 


mm PRE-SENSITIZED ALUMINUM PLATES 


The same speed and handling ease as Pre- 
sensitized Plastiplates. 


5 


(] desensitizer [] adhesive back plates 
[] mechanical negative [] ball point pen 

(] blockout compound CL) eraser for offset 

(] masking paper (] fountain solution 

[_] exposure cabinets [_] cotton pads 

C] offset ribbons (] blanket wash 

[] etching solution CL) offset inks 

[] drawing carbon C] filing solution 


For a free demonstration of any of these 
products, check the appropriate box 

and send to Remington Rand, Room 2956F, 
315 Fourth Avenue, New York 10. 
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Collating Ysed To Be 


wasting time and money! (We once saw 
13 girls walking around five desks set 
end-to-end! There were 31 piles of paper 
—1500 sheets each—to be collated. The 
girls walked 8 miles each. The job re- 
quired 20 girl-hours—for each could 
assemble only 2,300 sheets an hour.) 


BUT 


Now It's Done 


And only 4 girls did the same job— 
using 4 Evans GATHERING RACKS. 
Gathering 3,500 sheets an hour each, 
they did the job in about 12 girl-hours! 
Time and cost cut by 40%! Evans 
GATHERING RACKS have 6, 12 or 18 
sections, each holding 500 sheets. Two 
or more racks can be used together for 
large assemblies. Worker sits or stands. 
All aluminum, racks collapse for setting 
aside. 


Euan 


GATHERING 
RACKS 


For Complete Information On Sizes, Styles and Prices 


Write: EVANS SPECIALTY CO., INC., 1800 E. Grace St., Richmond 23, Va. 
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FORCE NUMBERING MACHINES 
AND ROTARY HEADS INSURE 
PROPER CONTROLS, CUT COSTS 
ON YOUR BUSINESS FORMS 








Platform Machines 


Any FORCE standard unit, assembled on 
a platform, will speed production and 
reduce your costs on volume work. Such 
units can be used for numbering carbon 
forms and duplicate masters. Time-saving 
combination units are also manufactured 


FORCE NUMBERING 
MACHINES. with the 


wide range of FORCE ma- 
chines available, it is pos- 
sible to perform hundreds 
of numbering, dating, cod- 
ing and marking operations 
for modern office systems 
and business transactions 
very economically. 


to do numbering and dating, or number- 
ing and coding simultaneously. Other 
operations can be simplified with multi- 
head machines which are excellent for 
numbering multiple forms. 


FORCE Rotary Numbering Heads 


With FORCE Rotary Heads for use with duplicating 
machines, business forms can be pre-numbered accurately 
at high speed. FORCE MH and DU Heads can be used for 
horizontal, vertical and combined horizontal-vertical num- 
bered forms. These Numbering Heads may be purchased 
separately, or may be obtained on machines made by 
Davidson, A. B. Dick, Multilith, and other manufacturers. 


For information on high-speed numbering with Rotary Heads and on 


Numbering Machines, write for free catalog. State in which interested. 


WM. A. FORCE 


COMPANY INCORPORATED 
216 NICHOLS AVENUE, BROOKLYN 8,N. Y. 
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pirit 
DUPLICATORS 


the world’s MODEL 10 


foremost 
duplicating machines 


EASY, QUICK, CLEAN, ECONOMICAL 
BRILLIANT REPRODUCTION 


Old Town duplicators give you up to 500 clear, crisp copies in as many as 5 
colors faster than one a second, and for less than a third of a cent apiece. 
Specially designed fluid system automatically controls the flow of spirit to 


provide maximum runs and precise reproduction. Patented paper separator 
assures single sheet feeding. Available in hand and electric models with choice 
of 9" or 14" drum widths. 


Old Town chemically coordinates the four elements of the spirit duplicating 
process. For the finest copies, use them all—together. 





OLD TOWN SPIRIT CARBON 
OLD TOWN MASTER PAPER See the new Hi Vi Stencils! 
OLD TOWN DUPLICATING FLUID HIGH VISIBILITY COATING saves 
OLD TOWN COPY PAPER time and reduces errors. You type and 
OLD TOWN MASTER UNITS proofread the clear, sharp copy with- 
OLD TOWN DUPLIFORMS preprinted out a cusnion sheet. 

master units for office forms WET STRENGTH means Hi Vi Stencils 
are truly washable. You use them and 
re-use them, again and again. 

Use the complete line of Old Town 


mimeograr n § upplies 











World’s foremost maker of carbons, 
ribbons, duplicators and duplicating supplies. 


OLD TOWN CORPORATION, 345 MADISON AVENUE, NEW YORK 17, N. Y. 
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ask your forms manufacturer to use 





-poye one time carbon paper 


in ALL your forms 


Rolls and flat sheets for snapout forms 
Processed carbon for continuous forms 
Spot carbon (zone or blockout) in rolls 
 Non-Freeze blue for freezer forms 

i Special carbon for diazo process forms 

w Carbonized Safety paper for checks 
 Carbonized paper for scale tickets and tags 
Special carbon for offset plate forms 





THE BEST CARBON PAPER FOR EVERY JOB 
e GREATER LEGIBILITY 


e CLEAN SMUDGE-FREE COPIES 


e BRIGHTER COLORS 


jaye Manufacturing Company 
2531 Dean Avenue 


OUR 44TH Des Moines, lowa 
YEAR Phone—AMherst 2-8233 


INFORMATION AND SAMPLES FURNISHED ON REQUEST 
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Ctop Costly Repetitive Typing 
Use the 


Flexowriter. 


Automatic 
. Writing 
* Machine 


- 
* 


CAPTURE DATA in Punched Paper tape or Edge-Punched Cards with Flexo- 
writer and use it over and over again. The Flexowriter Programatic with 
Edge Card Punch and Reader permits automatic preparation of sales orders, 
invoices, purchase orders and many other office documents. As the information 
is typed from cards or tape, complete or selected data is simultanously 
punched into a tape or edge-punched card. Tape will actuate tape-to-card, 
address-plate embossing, communications and other tape-operated equipment 
Business, industry and government agencies larg¢ 
and smali are cutting forms preparation time and 
expense with Flexowriter. Applications range 
from automatic letter writing to all types of 
integrated data processing systems. Let us show 
you how Flexowriter can save money in vour 


office. 


| COMMERCIAL COMMERCIAL CONTROLS 
CONTRO CORPORATION 
Subsidiary of Friden Calculating Machine Co., Inc. 
Dept. MOR-116, 1 Leighton Ave., Rochester 2, N. Y. 
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ACOUSTICAL ONE 


FOR ALL NOISY 
OFFICE MACHINES 





Modern Communications and Integrated Data Processing involves many 
fine machines. With their use comes a considerable noise incidence. 
This noise problem is usually controlled by the use of SOF°TONE 
Acoustinets, which absorb noise at its source, thus benefiting operators 


and others in the surrounding area. 


SOF’TONE <Acoustinets not only afford maximum noise control but 
also provide the finest indirect fluorescent lighting, balanced uniformly 


over the entire work area. They can be moved any time — anywhere. 


© 1956 _— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements 


Lt j 450 AMERICAN STANDARD BUILDING 


BUFFALO 7, NEW YORK 
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"do-it-yourself" 
with Cummins plastic binding. 


Bound , 


to make an impression! 


Now anyone can easily plastic-bind reports, presentations, 
and sales material right in the office... and get that 
professionally-bound appearance and utility for added 
sales appeal, maximum readership, and longer life 
Pages are easy to turn, lie flat, look better, invite use, 
command attention. Cummins plastic bindings are avail- 
able with popular ring centers and diameters in a choice 
of ten smart colors. For any number of copies—make 
sure they're bound to make an impression with 
Cummins plastic binding. 


aminite 


Cummins-Chicago mins 
4740 N. Ravenswood Avenue 
Chicage 40, Illinois 


Binding made easier and faster. Dual DESK-ELECTRIC PUNCH 
automatic release piates convenient Eliminates “bottleneck'’ of hand punch 4 pound 
feed tray built-in for plastic bindings ing. Increases speed of entire plastic 


Send for informative booklet fully 
quick dial setting new, moderately binding process with a fraction of the 


describing Cummins new plastic 
priced for every office budget effort. Performance guaranteed : binding and high speed equipment 
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One minute 
is all it takes 


... to make 5 photo-exact copies of any 
record for 2'2¢ each. Letters, news 
clippings, pencil or ink records . . . even 
carbon and spirit duplicator copies can 
be reproduced by anyone in your office. 
No change in your present room light. 
... to make a translucent “whiteprint 
master” for 10¢. No time lost, now, 
when you wish to produce quantities of 
blueprints or whiteprints from opaque 
or two-sided material. 

... to make an offset plate for less than 
20¢. Now you can “go to press” in rec- 


ord time and at a new low cost. No time 
out or shutdown when you shift from 
document copying to platemaking, or 
vice versa, 

Now ... more versatile than ever 
Thanks to Kodak research and develop- 
ment, the Verifax Copier now makes 
photo-exact copies at a new low cost... 
does jobs which never before were with- 
in the scope of office-copy equipment. 

See how thousands of offices are 
using Verifax Copiers. Mail coupon. 


Prices quoted are subject to change without notice 


—MAIL COUPON TODAY 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


Rochester 4, N. Y. 


230 


Gentlemen: Please send me a free copy of “New Time-Saver— 
New Idea for Every Office” and names of near-by Verifax dealers. 


Name 





Company 


Position 





Street 








City State 
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New Improved Model 
KENRO CAMERA 


naonat | gives you 
bait more efticiency 
7 greater 


precision 











lights 




















Micro dial 
accuracy 





Compare this new model 
for accuracy, simplicity, 
quality and practical form 
size features. It’s engi- 
neered to save space and 
operator time and energy. 
The Kenro ‘‘Vertical 18” 
is the ideal No. 1 camera 
for small shops, perfect 
No. 2 camera for large 
shops. Use it inside or out- 
side your darkroom. Avail- 
able from leading graphic 


$1 259° arts dealers. In Canada, 
Sears, Ltd. 


COMPLETE WITH GOERZ LENS 
In Canada slightly 
higher 














GET ALL THE FACTS. Write for Bulletin 56. Gives all 
technical facts and shows how the Kenro ‘‘Vertical 18”’ 
will be a profitable addition to your plant. 


KENRO GRAPHICS, INC. 


25 Commerce Street, Chatham, N. J. 
PLEASE SEND BULLETIN 56. 
NAME 

FIRM___ 

ADDRESS 


STATE 
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tops-for duplication! 


SECRET OF “ORIGINAL"’ REPRODUCTION 


LIES IN SPECIAL CARBON RIBBON 


Fr PERFECT “original” reproduction... 
even on long runs... use the new Care 
bon Ribbon Royal Electric Typewriter. 


The secret is in the Carbon Ribbon... a 
long strip of carbon paper. Impressions are 
sharp, clear, clean... never ragged because 
of worn printing surfaces. This ribbon is 


used only once! 


Typist actually types through carbon 
paper. Letters come out black, clear-cut and 
uniform. Masters achieve a clarity of print- 
ing... are ready for photography and 
duplicating processes. 


This special typewriter produces perfect 
work on direct image paper or metal plates. 
Also for use in photo-offset, stencils for mim- 
eographing—in fact, for typing all masters 
where clarity and sharpness of impressions 


are musts. 


Let your Roy al Representative show you, 
in your own ofhce, how this wonderful elec- 
tric typewriter can cut your reproduction 


costs. 


new carbon ribbon fe ‘ 


2) 























electric typewriter 


Standard, electric, portable typewriters. Roytype® business supplies 


Products of Royal McBee Corporation 
For More Information Circle No. 233 


Manual of Office Reproduction 











Now! 4-second copics... 











{PRODUCT OF 


| RESEARCH | é ' . . 





-.. made the All-Electric way 
Fastest copy maker of them all! The new, All- 
Electric THERMO-FAX Copying Machine 
gives you perfect copies in just 4 seconds 

for as little as 4¢ per copy. You make copies 
of typed, written, drawn or printed originals 





without chemicals, negatives or masters... in 
ordinary office light. Send coupon for details. 


Thermo-Fax 


BRAND 


Duplicating Products 


“ e, The term THERMO-FAX is a registered trademark of Minnesota 

Z % Mining & Manufacturing Company, St. Paul 6, Minn. General Ex 
+ 4 '@ port: 99 Park Avenue, New York 16, N. Y. In Canada: P.O. Box 
? 
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| Minnesota Mining & Mfg. Co. | 
| Dept. KY, St. Paul 6, Minn. bee | 
| Send complete details on the All-Electric way to speed | 
| copying and communications in my office. | 
| Name 4% 
| Company | 
| Address ; 
| City Zone State 

I enieneenthnednennteneidnrasninncimremienptanunians eieiiiliap inanimate oe 
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watermarked 
oLUT TR fey-wal, [es 
PAPERS 


TRIAD MIMEO 


white 16, 20, and 24 |b. substance 
8 Colors 20 Ib. substance only 


TRIAD BOND 


white 16 and 20 Ib. substance 


TRIAD SPIRIT DUPLICATOR 


white 16 and 20 lb. substance 


TRIAD OFFSET DUPLICATOR 


white 16 and 20 Ib. substance 
available in 8!/2"x11" or 8!/2"x14" size 


Quick FACTS about TRIAD 


@ UNIFORM consistent quality — mill cut reduces 
waste. 

@ MINIMUM LINT clear sharp copies due to absence 
of lint. 

@® MINIMUM SHOW-THROUGH use both sides in 
20 Ib. weight. 

@® QUICK DRYING no offsetting between sheets, use 
immediately. 

@ MOISTURE-PROOF WRAPPED keeps paper in fac- 

tory fresh condition. 


BEFORE YOU BUY —TRY TRIAD 


Write for generous FREE samples, 
no obligation of course. 


GROVETON 


PAPERS COMPANY 


GROVETON, N. H. 


500 


SHEETS 


Ora 


CARLOAD 


HERE'S A PARTIAL 
LIST OF TRIAD 
DISTRIBUTORS 

AT YOUR SERVICE 


FLORIDA 
CAPITAL PAPER CO., Tallahassee 


ILLINOIS 
EXCEL PAPER CO., Chicago 
PLYMOUTH PAPER & ENV. CO., Chicago 


KANSAS 
WYCO PAPER CO., Kansas City 


KENTUCKY 
THE KRAEMER PAPER CO., Louisville 


MARYLAND 
THE PAPER SUPPLY CO., Baltimore 


MASSACHUSETTS 
THE SCHOOL-CRAFTERS INC., North Adams 
MAINCO TRADING CO., Canton 


MICHIGAN 
SERVICE OFFICE SUPPLY CO.., Detroit 


MISSOURI 
WAITE-JONES CO., St. Louis 


NEW YORK 
L. H. BUCK CO., Plattsburg 
CAPSTONE PAPER CO., Hicksville 
EATON OFFICE SUPPLY CO., Buffalo 
FINE PAPERS INC., Rochester 
LELAND PAPER CO., Glens Falls 
LIVINGSTON & LEFEVER, Kingston 


OHIO 
ALLING & CORY CO., Cleveland 
HERRINGTON PAPER CO., Canton 
HERRLINGER PAPER CO., Cincinnati 


PENNSYLVANIA 
ELM PAPER CO., Scranton 
MAJESTIC STATIONERY CO., Philadelphia 
QUAKER CITY PAPER CO., Philadelphia 


RHODE ISLAND 
CENTRAL PAPER CO., Pawtucket 


SOUTH CAROLINA 
S PAPC O, Spartanburg 


TENNESSEE 
AMER. PAPER & TWINE CO., Nashville 


TEXAS 
JACK BONNER CO., Corpus Christi 
INDUSTRIAL OFFICE SUPPLY, Dallas 
STANDARD OFFICE EQUIP., Fort Worth 
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NATIONWIDE 
PROCESSING 


for amazing 
new Ozalid 
Microfilm Duplicates 


Now—Ozczalid microfilm duplicating centers across the nation 
are ‘‘open for busiiess”’ bringing all the benefits of Ozalid’s 
amazing duplicating process right to your area 
e With Ozalid duplicates, you get a negative directly from 
your negative. They’re ‘‘white-on-black,”’ easy to read in 
the viewing screen. They’re ‘“‘black-on-white,” crisp and 
clear in photo enlargements 
With Ozalid duplicates, you get images that are far clearet 
and sharper than conventional film duplicates 
With Ozalid duplicates, you get protection against costly 
scratches. Images are buried right in the film base...no 
emulsion is present to scar or scratch. Fingerprints wipe 
clean with a damp cloth. 
FOR A FREE SAMPLE OF O2zalid Microfilm Duplicate, write 
Ozalid, Microfilm Dept. 57, Johnson City, N. Y 


OZALID 


microfilm duplicates 


A Division of General Aniline & Film Corporation 
In Canada—Hughes Owens Co., Ltd., Montreal 
For More information Circle No. 117 
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you ve Cer Seen | 


...prints with paste ink through silk screen 


Simply snap the ink tube into position 
... that’s all. Automatic controls take 
over. No pads, no brushes, no cans, 

no leakages ... Completely clean... ! 





Sales and Service 





—_ 
Codlelner=3 
LI 


World’s First and Foremost 
Manufacturer of Duplicating Equipment. . . Since 1881 


Simple...Swift...Clean and Economical sia soclasagupdeiocen te 


style paste ink is processed through a 
silk screen for finer stencil work. 
No liquid inks to drip or leak. 


The Gestetner will reproduce illus- 
trations, ruled forms, hand lettered 
signs, etc... . and in color, too! You 
will marvel at the automatic con- 
trols . . . the hushed, smooth per- 
formance . . . the spotlessly clean 
operation. Gestetner is stencil dupli- 
cating modernized along the lines of 
the modern printing press . . . yet 
costing no more than conventional 
duplicators. Your Gestetner will 
quickly pay for itself out of its ex- 
traordinary savings... ! 





GESTETNER DUPLICATOR CORPORATION 
216 Lake Avenue, Dept. 121, Yonkers, N. Y. 


Please send descriptive literature and specimens. 


NAME 





COMPANY 





ADDRESS 





ERRKERRARR SR Ble 


CITY STATE 
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Distributed by over 500 Office 
Equipment Dealers throughout the 
United States and Canada, Special- 


ized 


Addressograph-Multigraph Agen- 


cies. 


FAST!! SAFE!! 


FILING AND FINDING 


OFFSET PLATES—STENCILS 
NEGATIVES—MASTERS—X-RAYS 


SAVE SPACE « TIME * MANPOWER 
USE 
ATLAS VERTICAL FILING SYSTEMS 


The DeLuxe (at right) and the Jumbo (below) are two of 
the many Atlas cabinets. Both of these models are avail- 
able in three widths to accommodate standard, medium 
and wide plates, stencils and negatives, etc. To fill your 
specific requirements cabinets may be equipped with your 
choice of over TWENTY Atlas hangers. 


Atlas Hangers 


Illustrated are just two of 
the Atlas hangers each en- 
gineered to file specific 
items. With Atlas there is 
no make-do arrangement. 
You select a hanger 
manufactured espe- 

cially for the item 

you have to file. 

Atlas indexes are 
available in two 

types, standard and 
angular. Indexes 

slip easily onto the 

hanger at the posi- 

tion you prefer pro- 

viding quick iden- 
tification of all filed 
material. Write for 
complete catalog. 


models available through all 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 
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another FIRST by FISHER 


Repro-Black \nk-Pen-Cil 


1. General Office Use 


actual 
size 
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for both: 


—— 


as well as 


2. All Reproduction Work 


For General Office Use 


Economical — will outlast many lead 
pencils; saves time lost sharpening 
points; eliminates inkwells, blotty fin- 
gers; permanent, instant-drying, non- 
transferable ink suitable for ledgers 
and legal documents. 


For Photocopy and Photographic 
Reproductions 


For transparent & non-transparent 
negatives; produces strong, clear 
copies; excellent for new 3M Thermo- 


fax Process. 


Order From Your Stationer 


For Making Offset Masters 

* Our tests indicate that “Repro-Black’’ 
produces sharp, non-feathering lines 
on all paper masters, even when wet 
on the machine; remains effective for 
the life of the master; excellent for 
Multigraph, A. B. Dick, Davidson, 
Ditto, Miehlie and Whitin equipment. 


For Spirit and Stencil 


‘“Ball-bearing’’ contact with spirit mas- 
ter permits deep, uniform impression; 
excellent as a rolling stylus, prevents 


tearing stencil masters. 


Guarantee 


Cap with 


“Guaranteed to write 


clip twice as far as most other 


ball pens and as well or 


90c 


ever used.” 


better than any you have 


Fak © Fishev 


Owner, Fisher Pen Co. 


Circle No. 


Free Sample on Request: Write Dept. OR 
Fisher Pen Co., Forest Park, Illinois 


For More 
Information 


105 





a2 MASTER 


FORM 


la heady (0 work for atime 


Forms with ‘‘Master” copies are only a 
part of the complete line of Hano business 
systems ... Snap-a-Part sets, Continuous 
Carbon, Tab Forms, Registers and forms, 
and standardized forms. 


Like your fingerprint, the Hano Translucent Mas- 
ter is accurate for a “‘lifetime.”” Hano Translucent 
Masters can be incorporated in any Hano form... 
Snap-a-Parts, Tab, Continuous Carbon or even 
Autographic Register Forms. One writing on 
your present typewriter, billing machine, tab equip- 
ment or register, gives you required “‘quick”’ copies 
plus the permanent master. Forms incorporating 
Hectograph carbons give equal versatility for users 
requiring spirit duplicating process . .. Jet a Hano 
man or a Hano dealer show you how. 


COMPANY INC. 


General ond Soles Offices Worehouse ond Branch Plont 
HOLYOKE, MASSACHUSETTS MT. OLIVE, ILLINOIS 
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save time and money on price lists, 
parts lists, directories, catalogs, indexes, etc. 


Net V8 V/ISIBLE 


the quick, easy way 
to reproduce lists 


Save time and expense of typesetting; your 
typewriter is your compositor. Each line typed 
on individual card. Revisions quickly made, list- 
ings added or deleted, page arrangements 


changed and illustrations or headings added. 


Always available for instant reference or use, 
easily kept up to date in your office and under 


your control, conveniently and compactly filed 


Reproductions can be made any proportionate 
size and printed by offset, planograph or other 


methods of commercial or office reproduction 


Alok the man. for. Altsme lo akow you spasufotes 


DISTRICT OFFICES AND REPRESENTATIVES IN PRINCIPAL CITIES 


REPRODUCE 





ACME VISIBLE RECORDS, INC., Crozet, Virginia 


Send us more information and literature on Photo Panels 


We are interested in Acme Visible equipment for 

Have representative call. Date _____ Time 
Company Attention 
Address 


t 


Ci y - one ‘ State 
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Other ways of copying will then seem antiquated. It’s so quick and 
easy to do-it-yourself with your “Copy-Craft” photocopier you'll won- 
der why you ever wasted time and effort with hand copying methods. 
And “Copy-Craft” photocopies needn’t be checked for accuracy — 
they’re exact! Imagine, right in your own office, at a flick of the dial, 
your “Copy-Craft” produces legally accepted, permanent copies for a 
few pennies apiece. Can you afford not to employ this modern work- 
saver in your business? 








SIZE & PRICE: 


LIGHTING: 
SUPPLIES. 


TYPE OF COPIES: 


Model 6440 combination printer and developer in gray-green 
plastic. Copies 9” wide by any length. Price $339.00. 


Works under your normal office lights. 


Designed for use with top quality transfer papers such as Copy- 
rapid, Gevacopy or Copy-Craft brands which are available through 
your Copy-Craft dealer or branch office. 
Copies can be made on any of the following types of paper: 
¢ Single sided (white or colored) «Double sided «Air Mail «Card stock 
e Transparent or Film (excellent for diazo masters or for 
burning in offset plates). 








Available through the branch offices and franchised dealers of 


COPY-CRAFT inc. 105 cHamBers STREET, NEW YORK 7, N. Y. + BArclay 7-4150 


CARBON PAPER ANDO RIBBONS DUPLICATING, PHOTOCOPYING AND 6YSTEMS MACHINES AND SUPPLIES 
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choose from 
over 1,804 different 
styles, colors and 
sizes of 
Static-Free Stencils! 


« 


al) 
-@ ca % 
"ga »® I’M SURE YOU'LL AGREE N 
é WITH ME THAT THIS IS @ 
. THE BIGGEST LINEOF 
a STENCILS IN AMERICA. FOR : 
B YOU THIS MEANS YOU'LL ALWAYS & 


gy HAVE A FRESH STENCIL IN THE ae 
% SIZE AND STYLE YOU WANT. & 
ey o* 
*anennnne®” 


You name it! We have it! Great big stencils, 
little stencils; standard stencils, foreign machine 
stencils; quality grade stencils, economy grade 
stencils; film stencils, plain stencils; standard 
guide lines, special guide lines; stencil negatives 
for multilithers; Formographed church and music 
stencils; and stencils for water base inks, If we 
don’t have it, we'll make it up for you. No 
matter how you look at it, you will find the 
stencil you want at your SURE-RITE dealer—or 


write for our new explanatory catalog. 


NEW —now all SURE-RITE Stencils are 
specially processed to be Static-Free! 


an Stencil Mfg. Co. 


2714 Walnut St., Denver, Colo., Phone AComa 2-2714 


1N THE MID-WEST, CALL YOUR LOCAL PANAMA.BEAVER MAN —ALWAYS A LIVE-WIRE. 
aN THE EAST, CALL TRU-RITE, INC., 116 BROAD STREET, NEW YORK, NEW YORK. 
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pre-sensitized 


plates produced 


in seconds..... 
with Rapid Printer 
by nuArc 














...the only Complete 
Printer with a built-in 
automatically controlled 
Carbon Arc Lamp 





It is a proven fact 

that the carbon arc lamp is 
the only known method of 
making long running offset 
plates that reproduce true, 
sharp line definition and 
dot structure. 

Make your plates efficiently 
and economically, the same 
as the large lithographers 

. with an arc lamp. 

Get the facts on nuArc 
Rapid Printers. 





Contact your dealer 
or write for bulletin 230A0 


COMPANY, INC. 
General office and factory: 
824 S. Western Ave., Chicago 12, fil. 


Eastern Sales and Service: 215 Fourth Avenue, New York, N. Y. 
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ALOM-O-LITHP 
ARE DIFF RENT 


ASK CRAFTSMAN JACK POLEN OF THE KOFFMAN CO., LOS ANGELES. HE SAY 


“Yes, Alum-O-Lith presensitized plates are different 

I have tried other brands but none have performed as well 
The difference is in the surface of the plate 

Some presensitized plates are too smooth, others are grained 
like zinc plates. Alum-O-Lith is a happy medium, with just 
enough surface to hold the water. We have never 

had one Alum-O-Lith plate go bad on us; 

their consistency is amazing.” 

For a demonstration in your shop call your 

Alum-O-Lith dealer or write. No obligation 


LITHOPLATSE, INC. 

A Subsidiary o Seybold Company ; 

Western. 278 Arden Drive, El Monte, Calif 

Eastern: 523 West Broad, Richmond, Va 
Midwestern: Interlake Industries, Bldg. 23, Joliet, Il 


VSI Tae D PLATE 


ALUM-O-LITH 
PRESENSITIZED PLATES 


rcHEdD SLY 

pul t ack 
oy ANTA 

COMBINE “_ 
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Koh-i-noor 





No. O, Extra Fine. No. |, Fine. 


No. 2, Medium. No. 3, Broad. 


AVAILABLE IN... 


Rapidograph 


the only India Ink 
Fountain Pen 
Especially Designed for 


Reproduction 


DRAWING, DRAFTING, 
WRITING, LETTERING 


Here is the only non-clogging 
fountain pen using india draw- 
ing ink, for perfect reproduc- 
tion via offset, photocopy, 
diazo, blueprint and photo en- 
graving processes. It will also 
use any writing ink, and makes 
fine carbon copies. 


Use the Rapidograph for draw- 
ing, ruling, lettering or writ- 
ing. It produces clear, dark, 
uniform lines. Ideai for use 
with lettering guides. When 
used instead of a ruling pen to 
draw lines, you save 50% in 
time because you avoid con- 
stant refilling. See it at your 
dealers or write today for 
illustrated literature. 


Koh-l-Noor 


Pencil Co., Inc. 


Bloomsbury, New Jersey 


4 Sizes: 
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“Office. 


MANACEMENT «+ ov * METHODS 








for office 


PROBLEMS 


e SYSTEMS 

e METHODS 

e EQUIPMENT 

e PROCEDURES 


Read THE OFFICE every 
month. Concise, helpful ar 
ticles on every phase of office 
management. TITE OFFICE 
is the authority on progres 
sive clerical management and 


equipment 


One Year $3, Two Years 
$5, to U. S. and Possessions. 


Sample copy 35c. 


OFFICE PUBLICATIONS COMPANY 


232 Madison Ave., New York 16 


Also publishers of La Oficina (in Spanish), 
fice Equipment Exporter, and 
The Canadian Office 
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re 


HOW TO AVOID EXPENSIVE MISTAKES 


WHEN BUYING A COPYING MACHINE 


Will that machine you buy be able to do all your office copying? Or will you lose 
time and money every time you run up against a job your machine just can’t 


handle? Use this 10-point test to find the machine that will 
copying need with a minimum of effort. 


meet your every office 





Test for colored papers. 5. Test for colored inks, pencil, 9. 


points, even non-carbon base. 


3 
2 
3. Test for opaque material. 
, nr ee a 6. Test for spirit duplications. 


Test for number of copies 





without developer change. - Test for paper sizes. 
(Copease makes 200-300 8. Test for quality and speed 
excellent copies.) under direct lighting. 


. Test for two-sided material. crayons, pens, including ball 49 


Test for signatures. 


Test for minimum dial 
adjustments. (Copease does 
95% of your work without 
touching the dial.) 








Only the Copease® photocopier scores 100% on this practical test. Avoid expen- 
sive mistakes when buying a copying machine! Prove to yourself that Copease 
copies everything with a FREE three-day trial in your own office. 


Sao 2° h[U[klmlmUCCUDUC.tC™S™™C“‘#EEREENS Bee ON 7 


Park Avenue, PLaza 3- COPEASE CORPORATION 


6692 + Chicago, 226 
North La Salle Street, 
ANdover 3-6949 + Los 
Angeles, 3563 Wilshire 
Boulevard, DUnkirk 5- 
2881 + Distributors in 
Principal Cities 


Gentlemen: I'd like to have a free 
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270 Park Avenue, New York 17. Box MOR-7 


i 
i] 
i] 
i 
3-day trial of Copease in 
| 
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how many copies ? 


How many? Six... sixty ... three hundred? It's all one to BANDA—one typing, 
one checking, one operation. More than a duplicator, more than just an office machine, 


BANDA brings a complete copying method to the service of your business. 
No matter how many, what type, or what size of copies, BANDA will produce them with- 
out ink or stencils, without interleaving carbons or repeat typing, without rechecking or 


multiple corrections. So efficient . . . yet one of the least expensive copying methods 
on the market. 





ae quicker ¥) 











BLOCK & ANDERSON LIMITED 





ENGLAND: 58/60 Kensington Church Street, London W.8. — and branches 
CANADA: 6333 Decarie Boulevard, Montreal, Quebec — and branches 
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SPEED 


PAPERWORK! 


Cut Duplicating 
Costs with 


XEROGRAPHY 


Copy subjects 
like these 
onto masters 
for 
duplicating 
by these processes: 





OFFSET :e SPIRIT ¢ DIAZO 


New developments in xerography make it the one, all-purpose, fast and 
economical process for copying onto different types of masters for dupli- 
cating ... Now you can copy subjects like those shown above onto offset 
paper masters, pre-sensitized positive working metal masters, spirit (or 
other fluid-type masters ) , translucent masters, by this versatile, photo-exact, 
dry, electrostatic process. Original copy can be reduced, enlarged or made 
same size with XeroX® copying equipment. Masters can be made from 
opaque originals or from copy on both sides. 


WRIT for ‘proof of performance" folders showing how xerography is saving time 
and thousands of dollars for companies of all kinds, large and small 


THE HALOID COMPANY 


56-121X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 










(ZE-ROG-RA-FEE) . 
L. The fastest, cheapest, most versatile way to make masters for duplica 
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CARBON PAPERS * REPRODUCING SPIRIT 


REPRODUCING CARBONS - PENCIL CARBONS 


TYPEWRITER RIBBONS HECTOGR APH INKS 


ACCOUNTING MACHINE SETS - PEN CARBONS 


COPYING INKS + HECTOGRAPH COMPOSITION 


Traditional skill, modern equipment, and close 
touch with the latest developments, make 


Stephens the first and foremost name in 


reproducing materials and all office supplies. 


HENRY C. STEPHENS LTD., GILLESPIE ROAD, LONDON, N.5., ENGLAND 


oe snes a ‘ a de: itis s lg Midas sabes UE * 4 ia 
For More Information Circle No. 141 


Manual of Office Reproduction 





You'll find this splendid equipment 
serving faithfully in insurance, commercial 
and industrial concerns everywhere, from 
the smallest to the largest . . . and also in 
tederal, state, county and municipal offices, 
coast to coast. It sets the standard for 
economical, dependable photocopying the 
nation and the world over! 

If your requirements are small or moder- 
ate, it will serve you well. The PHOTO- 
STAT Instant Copicr and Model Junior 
machines save time and money in any 
office, anywhere. Or, if need be, our larger 
automatic models will provide the answer 


before you buy ANY 
PHOTOGRAPHIC 
COPYING 
EQUIPMENT! 


to your copying problems. 

Together with MICROTRONICS® 
Micro-film equipment . . . now manufac- 
tured by PHOTOSTAT CORPORATION 

. we provide the greatest variety of fine 
equipment available for copying and pre- 
serving records of all kinds on both paper 
and film. 

Let our trained sales-service representa- 
tives, coast to coast, advise and aid you. 
Your inquiries will receive our prompt and 
interested attention. Feel free to write us 

. no obligation! 


PHOTOSTAT CORPORATION 


PHOTOSTAT is the trade-mark 
of PHOTOSTAT CORPORATION 


299 STATE STREET, ROCHESTER, NEW YORK 
Service offices in all principal cities 


and in Toronto, Canada 
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The Roneo’d cop s on the left the photograph on the right 


THE LATEST AND GREATEST DEVELOPMENT IN STENCIL DUPLICATING 


It gives direct reproduction of photographs, line or wash drawings, 

typematter, diagrams, letterheads — in fact any printed, drawn or 

written material without blocks, plates, films, or any photographic work. 

There is only the one low cost of the stencil. Use Roneo “750” for the 

utmost economy and efficiency in Duplicating. Whatever duplicator 

you are using it will pay you to investigate the advantages of Roneo 
Electronic Stencils. 


Call te QD ud do the fob properly 
ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y 
PHONE: Circle 5-6940 
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Bind one 
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Or att chine ~olorful plastic bindings Seer paet 4 
eat ding plastic bound osc system is used and 
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approve¢ 


. Other 
i a Models 
Now easier! Now faster! Available 
ll more economica for Every 
than ever before y Size 
Operation 


adie qinds ond : , General Binding Corporation 
binding machine 812 W. Belmont Ave., Chicago 14, Ill. 


eneral Binding Corporation 
sams, 812 W. Belmont Ave., Chicago 14, III. 
‘hy Gentlemen: Please rush me witt 

Oy ' fe Free Book, ‘Manual of Modern 
“ous Leaf Binding.” | am interested ir 
ing can be beneficial to r 


t obligation your 
and Loose 
+ how plastic bind 

y bus ‘ 


Name 
Organization__ 
Address 

City 


| 

| - 

| 

| ae Zone____ State_ 
& 


Offices in all principal cities in the U.S.A, 


Canada, Mexico and European Countries. 
ee ce eee ee ee ee cee ce ee ee es ee ee ee ee ee ee eee eee eee ee ee 
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POL YEAR OME 
JOB-RATED 


Hitting the high fidelity bullseye is a snap when you use 
Polychrome JOB-RATED Duplicator Products. Only Poly- 
chrome manufactures stencils and offset plates rated to de- 
liver the cleanest copy during the entire run at the lowest 
cost. Polychrome’s rigid standards and painstaking control 
of quality ensure uniformly fine results from every Job-Rated 
stencil or plate. 

JOB-RATED PLATES FOR EVERY OFFSET USE 

Only Polychrome can answer ALL your offset duplicator 
needs with seven unique Job-Rated offset plates. You can 
save time, money and material by using Polychrome plates 
as follows: 

Quality and Custom Direct Image plates for long runs 
directly from typewriter and pen; Presensitized Polykotes for 
short runs of line and Ben Day copy; Presensitized Metallic 
Dualkotes for medium runs of line and halftone copy; Pre- 
sensitized Metallic Granekotes for long runs of halftone and 
difficult copy and Trans-Kotes, the newly improved V-Kote 
plates, for systems use with photo copiers. 


USE THE CORRECT STENCIL FOR EACH NEED 


Select the stencil to meet your exact job requirements 
from Polychrome’s line of seven different types of Job-Rated 
Standard Stencils. Special coatings guarantee that Poly- 
chrome stencils type cleaner, correct easier, run clearer and 
last longer on the shelf. In addition to legal, letter and note 
size stencils in blue, green, yellow and white, Polychrome 
manufactures a complete line of stencils for foreign, post- 
card and non-standard duplicators. 


ONE SOURCE FOR ALL DUPLICATOR SUPPLIES 


All your supply demands .can be filled by Polychrome. 
Equaling the superior quality of Job-Rated Stencils, Spirit 
Masters and Offset Plates, Polychrome Supplies will keep 
any duplicator running like clockwork. Every supply, from 
stencil inks, filing folders, styli, lettering guides correction 
fluids, duplicating fluids, and hand cleaners to offset inks, 
blankets and washes, molleton covers and reproducing rib- 
bons are available from your Polychrome representative. 

FREE — Complete catalogue of Polychrome JOB- 
RATED Duplicator Products. 


POLYCHROME (3 fre) '1 70) 4 Vine) 


2 ASHBURTON AVENUE YONKERS 2, NEW YORK 
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KEEP 4() 8Y2 x 11 


PAGES ON ONE 3x5 


LWJicrocarpb 


Here’s the handiest, most practical 
and inexpensive way to save 95% of 
your space... preserve and 
distribute valuable technical 
reports, specifications, test data, important 
journals. A MICROCARD holds 40 or 
more pages in microcopy form... 
for quick and easy reference, no 
threading or winding . . . at low cost 
of 1/5¢ to 1¢ per page reproduced. 


Write today .. . for 
FREE information on 
MICROCARD READERS 
and list of material pub- 
lished on MICROCARDS. 


For single copy needs, \ me 


write for information on 


MICROTAPE. 
The MICROCARD CORPORATION West Salem, Wisconsin 


For More Information Circle No. 125 


Manual of Office Reproduction 





PS Li) - ©) 
NEW! 


ELECTRIC 
LETTER OPENER 


An automatic Electric Letter Opener 
that every office can afford — 


NEVER BEFORE AT $99.50* 
THIS LOW PRICE 

*Plus Fed. Excise Tax. 
COMPACT — Occupies only 6" x 8" of 
desk top space. 
PAYS FOR ITSELF — Even in small offices 
by saving letter opening time and speed- 
ing your mail distribution. 
NO SORTING — opens any size or thick- 
ness of envelope without sorting or adjust- 
ing. 
SIMPLE TO OPERATE — anyone can use 
it with little or no instruction. 
NO WASTE STRIPS — opens envelopes 
without cutting off waste strip. 
GUARANTEED FOR ONE YEAR — Pre- 
cision built for years of heavy duty, trouble 
free service. 
Standard Stationery Supply Co. 
1020 S. WABASH AVE., CHICAGO 5, ILL. 


Write for free 368 page catalog of 
office supplies, furniture, and equipment. 








DEALERS NOTE: Exclusive franchises available 
in many cities. Write the POSTO-E distributor— 
GENERAL STATIONERS SUPPLY CO. 

1018 S. Wabash Ave., Chicago, III. 
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concern in the United 
States specializing in the 
manufacture of rag fiber 
Onion Skin and Mani- 
fold papers. 


Fidelity Onion Skin 
Clearcopy Onion Skin 
Superior Manifold 











Their use greatly re- 
duces Typing, Mailing 
and Filing expenses in 
connection with 
THIN LETTERHEADS 
COPIES 
RECORDS 


FORMS 
ADVERTISING 





SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 
Turners Falls, Mass. 

















For More information Circle No. 182 


Manual of Office Reproduction 











Methods Experts Use [} lI D | TYP F R 
: = 
Inked Ribbon Attachments 
ee — 1. For Continuous Form Work 
ra w j Increase Production 
: Reduce Costs 

Adaptable to all Machines 
Make INKED Copies 
Kliminate Carbon Paper 
Low Cost 


1 Original 
and 


4 Duptentes y * Thousands In Use 
win 


INKED For Many Years 
RIBBONS 


2. For Bookkeeping Machines 


PAYROLLS, JOURNALS, LEDGER 

AND STATEMENTS, ETC. 
Make INKED Non-Smudging copies 
COMPLETE VISIBILITY of entries 
Eliminate Carbon Collation 
Eliminate Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 
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concerned with duplicating costs? 
Check the waste paper basket! 


stencils — masters — copies 
In arriving at your duplicating costs, 
have you included the rejects? 


Stenafax prepares your mimeograph stencils—offset paper 
plates + single positive copies with facsimile accuracy * push- 
button simplicity requires unskilled personnel * operates and 
shuts off automatically * fast * economical 

NO CHEMICALS—NO POWDERS-—NO HEAT-—NO LIGHT 


. Before you buy, get the facts on Stenafax 
TIMES FACSIMILE CORPORATION, Stenafax Division, 
Dept. MOR, 540 West 58th St., New York 19, N. Y. 
Please send Stenafax brochure to 
Name 


is electronic! | ::.. 
automatic! City & State 
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Stop Searching! 


the widest selection of 


TRANSLUCENT MASTER PAPERS /o, WHITE PRINTING 
is now available from ONE SOURCE 


White printing is one of the most popular direct copy 
methods in use to simplify invoicing, shipping, accounting, 
production, purchasing, inventory, etc. To produce 

clear copies (at the desired speed), each application requires 
the careful selection of the correct translucent 

original papers. The already famous Pata-Trace translucent 
line of papers has recently been supplemented with 

the Masta-Trace group of translucent originals, providing 
business and industry with the widest selection 

of papers with these plus features. 


13 Ib. (bond weight) to card stock (heavy ledger) 
All sulphite to 100% rag + Translucent to transparent 
it pays Single or two process + Medium to highest printing speeds 


to investigate S 
write for brochure and samples. bienfang PRODUCTS CORP 


METUCHEN, NEW JERSEY 
For More Information Circle No. 207 





Your appreciation of finer duplicating products 
helped us build this finer plant 


Over the years word has traveled far that Colonial spirit duplicating 
products are uniformly superior. 

Because of this wide recognition of the dependable quality of our 
products, sales have grown to the point where our old plant could no 
longer handle our more-than-doubled volume. 

So we thank all you Colonial customers for your orders. Your friend- 
ship and confidence are responsible for our expansion. Our new plant has 
been designed with enlarged research laboratories, air conditioned offices, 
and every possible facility for every employee to do his best work for you. 

If you haven’t yet tried Colonial and you're interested in spirit dupli- 
cating products, won’t you drop us a line? 


| * 
Oolorual carson COMPANY SKOKIE, ILLINOIS 


SPECIALISTS IN SPIRIT MASTER UNITS, SPIRIT CARRON, GELATIN CARBON AND MANY RELATED DUPLICATING SUPPLIES 
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ee 
C U T reconcilement “=2 


~ costs UP T0 90% =.) 
with Lithofold’s 


ELECTRONIC 
CHECK 


a pre-punched Tab Card voucher 
check set 


with no change in your 

present method of preparing checks 
youcanreconcile your checks 
by automated methods — 
instead of hand sortings. 


HERE’S HOW IT’S DONE 


The check portion of the set is a tabu- 
lating card pre-punched at the factory 
with the consecutive number. 

A sorter will put checks into exact 
numerical sequence. 

A tabulator can list all check num- 
bers cleared, and signal location of 
missing numbers. 

Or a collator can compare cleared 
checks with a control set of cards. 

Total of unmatched checks, plus 
bank’s total pay-out completes your 
reconcilement . . . at a small fraction 
of manual cost. Many banks offer vary- 
ing amounts of reconcilement service 
on these checks . . . which can further 
reduce your data processing expense. 

An Automated Form YOU Can Use NOW 
WRITE TODAY for DETAILS! 


AMERICAN Lithotold Corporation 


500 BITTNER ST. © ST. LOUIS 15, MO. 
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SAVE up to 40% 











rm’ COSTS 


OFFICE SIZE 


COPYMASTER 


AMMONIA-DRY 


WHITEPRINTER 


With the P&H Office-Size COPYMASTER, 
anyone can make exact same-size white- 
print copies of forms, letters, reports, 
drawings, etc.—from any translucent 
original, Will produce 1000 or more 
letter or legal size copies per hour—for 
slightly more than Ic per copy. Width 
capacity of 20-inch plus, for cut sheets 
or roll stock, Synchronized printing and 
developing up to 30 ft. per min., with 
full stop and reverse control, Easy to 
install—simple to maintain. Uses only 
5 sq. ft. floor space. Priced at $1295. 


Send for Bulletin 54C5. 








P & H SALES CORP. 


Representing PECK & HARVEY MFG. CORP. 
5635 N. WESTERN AVE. « CHICAGO 45 


MFRS. OF REPRODUCTION EQUIPMENT 
SINCE 1937 
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PORTABLE MAILBAG HOLDER 
Speeds Handling - Lowers Cost 

EASY TO MOVE — Large, full swivel, hard rubber casters 
permit easy handling, even when loaded with 500 Ibs.! 
EASY TO UNLOAD — Swivel hooks hold bags open, 
but release with fingertip pressure, lowering bag to 
floor. NO LIFTING! 
EASY TO STORE — Light weight permits off-floor storage. 


Folds compactly. : 
Choice of 2 or 4-bag holder. Write for details: 


W. A. CHARNSTROM COMPANY 
305.So0. 5th St. Minneapolis 15, Minn. 
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SNAPOUTS & LIN-O-TABS _ ; 


MAKE ANY METHOD OF COPY PREPARATION EASIER 
O O O e) oO oO 
CONTACT YOUR NEAREST OFFICE OR WRITE 


THE SNAPOUT FORMS COMPANY 
CHARDON, OHIO 
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125 DIRECT POSITIVE photocopies per hour 


from even OPAQUE originals—with the new 


| NO NEGATIVE! 
M4 NO MATRIX! 


NO MASTER! 
Unbelieveable? Let us prove it! 


Duomatic’s exclusive features make it possible for the first time to pro 
duce direct positive prints from OPAQUE, transparent or translucent 
originals, single or double sided, regardiess of color. Processes sharp. 
clear copies of microfilm ‘‘blowups’’. Copies material up to 14” in width. 


DUOPHOTO CORPORATION 
236 Sth AVENUE NEW YORK 1, N. Y. MU 9-3676 
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STORE YOUR DUPLICATING PLATES & NEGATIVES 


Different Models of Plate, 

Artwork & Negative Cabinets 

& Racks in our New Catalog 
WRITE TODAY FOR YOUR COPY 


FOSTE MANUFACTURING COMPANY 
13th & Cherry Sts., Phila. 7, Pa. 
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Advertisement 


NEW PAPER CUTTER 


Michael Lith, Inc., 145 West 45th 
St., New York 36, N. Y. offers the 
low-cost Michael 14” All-Purpose 
Paper Cutter especially designed for 
duplicating, small offset and repro- 
duction departments. It is manually 
operated and will cut a 2” thickness 
of paper. Of all steel construction 
with detachable, hollow ground 
blade, automatic safety latch, bal- 
anced lever and adjustable back- 
gauge. The cutter is 26” wide, 2214” 


deep and 3414” high including han- 
dle. Cutting width is 141%”. Inside 
cutting length, knife to back gauge, 
is 1334”. 
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t Please send free booklet and details on Aut 


AUTOMATION 
IN DUPLICATING 


- 
e 


..at the touch of 
@ button you can print 
110 copies per 


- en 


minute 


AUTOMATIC ELECTRIC 


SPIRIT DUPLICATOR 


The Heyer Conqueror prints in 1 to 5 
colors at a fraction of a cent per copy... 
without effort. Hundreds of sharp, clean 
coptes of anything typed, written or drawn 
on the master simply pour out of this new 
duplicator. It ‘‘Always Makes a _ Good 
Impression.”’ 


THE HEYER CORPORATION 


1821 8. Kostner Ave., Chicago 23, | 
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new.economy feature in Fanform! 


— fom} om] et 1a ed A oe el 


1717 EAST 30TH ST CLEVELAND 14, OHIO 


a 


Mark of Quality 
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DON'T bother to investigate the 


REXON products iisted below 


UNLESS you are really interested 


in improving the quality standards of your 
pressroom p-l-u-s substantial savings in 
costs. 


*REXON?”? erooucts 


A complete line of small press supplies offered 
and backed by forty years of experience. 


“REXON” PLATES and CHEMICALS 


4 types — maximum fidelity of reproduction — 
long runs with a minimum of cost 


“REXON” BLANKET 


Sharpest impressions — Long life — Attractively 
priced — developed especially for the smal! 
press by the manufacturer of the first offset 
press blanket. 


INKS—(GBW) 


Black and colors — quality controlled for 
quality reproductions. 


Catalog on Request 
William RBocht Co., Inc. 
50 Church Street, New York 7, N. Y. 
Telephone COrtilandt 7-8395 
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$$$ $ $ $$ $ $ § 
SAVE HUNDREDS OF 
DOLLARS A YEAR! 


PRINT YOUR OWN 
7 MODELS Office Forms, Labels, Tags, Cards, 
$19.95 y Invoices, Envelopes and Others 


oO 
$159.95 <& WITH A 


SIGWALT 


PROFESSIONAL QUALITY 


Printing Press 


IT’S GOOD BUSINESS to 
save time and money with a 
Sigwalt Press! Priced for 
every budget, complete with 
accessories. 


e Easy to operate 
e Automatic tn'.1@ 


e Sturdy, Pre: ssiva- 
Built 


e Prints fro. Metal 
or Rubber Type 


e Fully Guaranteed! 


Write for literature 
and prices 


SIGWALT MFG. CO. 


2011 N. Lawndale Ave. ¢ Chicago 47, Il. 


w 
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Since 1893, ONE RELIABLE 
SOURCE OF SUPPLY 


For Reproduction Items! 


CARBON PAPER 
Typewriter — Pen & Pencil — Spirit Hecto- 
graph and White Print 
INKED RIBBONS 
Adding Machines — Addressograph — Hecto- 
graph—Carbon Paper Ribbons—Offset—Photo 
White Print — Tabulating — Typewriter, 
(Manual and electric) 
ROLLS, CARBONIZED 
All types of Carbonized Rolls. 
SPIRIT AND GELATIN 
DUPLICATING SUPPLIES 
Master Units—Sheet Carbon—Hecto Ribbons 
—Fluid—Cleansing Cream. 

WHITE PRINT (Diazo Process) And 
PHOTO COPY SUPPLIES 
Especially blended Reproduction Carbon 
Paper and truly Opaqued Inked Ribbons. 

There is no equal on the market! 

All Consolidated Products are made in a full 

line, from top quality to the economy priced, 

to meet any and all your demands for repro- 

duction purposes. 

WRITE For FREE Literature, Prices, Samples, 
or tell us your problems. 


CONSOLIDATED RIBBON & CARBON CO. 


2908 W. Medill Ave., Chicago 47, Ili. 








Easy Way fo Correct 
Fluid Duplicator Masters 
and Offset Plates 


i 
RUSH FybRglass 
Eraser 


At Your Dealer's, or Send 50c and Dealer's 
name to The Eraser Co., Inc., Syracuse 4, 
New York. 

Money-Back Guarantee 


Ref s, 2 for 25¢ 
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IF YOU WRITE THE SAME INFORMATION MORE THAN ONCE, READ THIS CHART 


Dashew’s system for positive, durable identification expedities all manufacturing operations 
simple mechanical writing of accurate source data on control forms 


and provides 


Identification of 

Personnel & Material 

(Ove) fo] azecele (<0 Mmolal=iaallor-] mr. 
corrosion resistant embossed 
Dashaplates attach by wire, 
adhesive, tacks, banding etc. 


F + PRODUCT ION: Route. 
| parts-in- process thru > 
-— operations & identify 
for assembly 

or pe-assem bly 


Narco sities 








STORAGE: Identify raw 
-—— materials, parts; tools &- 
finished: products 


esas tant in ee 





SHIPPING: Durable 
r— identification of crate 
contents & consignee data 


a ——— 


RECEIVING: Identifies 
incoming materials, parts, 
etc.; routes to storage 
or factory 





Write for “6 HONEST SERVING MEN 
DASHEW BUSINESS MACHINES 





,"’ the detailed 
INC., DEPT. OM, 5886 SMILEY DRIVE, CULVER 





DATABOSSER 


Selfwriting identification and address 
plates are created rapidly by manually set 
or electronically set DATABOSSER 
machines, which will simultaneously 
attach tying wires, code notch, contrast 
coat embossed characters and sequence 
number. Electronic models operate directly 
from punched cards or tapes. 

















DASHAPLATE — The 
completed selfwriting 
metal (or plastic) 
documents are produced 
at the rate of 1000 

to 6000 units per hour 


ready to write or identify. 


DATAWRITER 18 — Pocket 
sized portable addressing 
or writing machine 
transcribes data from 

the embossed metal 

(or plastic document 

to all types of forms. 











Dashew story 


Control of Personnel 
& Material 
lly transcribed 


duplicate factory/office 
records, e.g. routing, time 


& cost tickets; etc. 


seine na “aera: entire sched 


eeepc permeameter 


INVENTORY: Records 


controls tool returns 


SHIPPING: inicords 
unit-by-unit data on 
contents & consignee 


‘RECEIVING: Records 
accurate source data for 
purchasing, production, 


accounting, etc. 


CITY, CALIFORNIA 





124 


More Information Circle No. 


For 





TESTED AND PROVEN 
Fomington. Feand 
PORTAGRAPH, TRANSCOPY, DEXIGRAPH 
for PHOTOCOPYING 


Because the Remington Rand line is complete, you can 
select photocopy equipment geared to your particular 
needs. Anyone can make accurate, low-cost copies of any 
record in a minute or two, right in the office. No darkroom, 
no wiring, plumbing or installation. Choose Transcopy 
Duplex for combined exposing and printing...use a 
Rotoflo rotary or Portagraph flat-bed printer with a Trans- 
copy processor for separate exposing and printing. 


The advanced features and versatility of the 
Remington Rana photocopy line have almost un- 


PORTAGRAPH ae limited time and money-saving applications in 
AT-SSD PRINTER ss modern business. 


TRANSCOPY For low-cost point-of-use copying at unity or reduced sizes, 
ae choose Dexigraph. Produces permanent photocopies from 
flat sheets, books, Kardex slides or bulky material. Also 
makes high-quality negatives for offset reproduction. 
Speed, accuracy and ease of operation at point-of-use 
make Dexigraph ideal for high volume or routine copying. 


@eeeeeaeoeoaoeoeoeoeeeoeoeoe eee eee 
Remington. Feand. 
DIVISION OF SPERRY RAND CORPORATION 
Room 29566, 315 Fourth Avenue, New York 10 


Please see that | have FREE literature on: 


[1 Portagraph (P334) C) Transcopy (P401) 
©) Dexigraph (0286 & D399) 


Name & Title _ on 
Firm__ a 
Address___ 
ee State 


DEXIGRAPH 











2 
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PHOTOGRAPHY 


A BOON TO BUSINESS 
Flemington. Ptand. 
FILM-A-RECORD 
for MICROFILMING 


The Remington Rand line of Film-a-record equipment offers 
every modern microfilming advantage ... provides 98% 
space-savings for inactive records, record insurance for 
valuable records and dollar and time savings in the prepa- 
ration and creation of new records. With Remington Rand 
cameras, anyone can accurately film records of all types 
... up to 15” wide, one or two sides, colored or black on 
white. There are four different Film-a-record cameras — 
including the low-cost, transportable Model 8 and the most 
versatile and fastest Dual Model 12. é 

As the leader in the microfilm field, Remington Rana 
offers a full line, including .. . cameras, readers, auto- 
matic high-speed feeders, film storage cabinets, film and 
accessories. There is equipment to fit every budget... 
every business need. National service and supply facilities 
are the widest available. 

Mail the coupon today for descriptive literature. 


DIVISION OF 


AO READER 


Name & Title_ 


Address 
City__ 


ee 


FILM-A-RECORD 
MICROFILM CAMERA 


COeeeeeeeeeeeeeeeeseeeeeees 
Remington. Bland 

SPERRY RAND CORPORATION 

Room 29566, 315 Fourth Avenue, New York 10 

Please see that I have FREE literature on Microfilm: 


Cameras ( F383 ) 
Cabinets (LBV693) Other 


Readers ( F432) Feeders (F406) 


Zone 
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INTRODUCTION 


© 


FFICE REPRODUCTION and imprinting is more than just duplicating. 
It has progressed rapidly into systems paperwork to facilitate automation 
of record writing procedures and to eliminate recopying and rechecking the 
repetitive work. 
1. Longhand work papers are used as masters to obtain reports quicker. 
2. One-writing systems simplify procedures, result in greater production and 
eliminate errors. 


3. Longhand insertion of data fill-in replaces typing operations. 


4. One or more reproducing masters as a part or parts in a set of forms provide 
a means for reproducing additional copies by some duplicating process. 


5. Information is added to existing master to prepare progression reports without 
recopying the previously recorded data. 


6. Combinations of processes are being applied together to obtain results not 
obtainable by a single process. 
7. Masters prepared by one process are applied on another to reproduce copies. 


8. Facsimile masters, prepared from existing originals, are made by photography, 
photocopy, contact printing and facsimile machines. 


9. Masters are available to serve two processes for reproducing copies at different 
stages. 


10. Punched paper tape is used in automatic data processing to perpetuate the 
typewritten or punched card data without recopying. 


11. Information is added to or deleted from previously run masters to have 


up-to-date data on the rerun. 


12. Two or more functions are combined to perform them simultaneously in one 
machine operation. Recorded information is inserted on a preprinted reproducible 
master to reproduce the form and the fill-in together on blank paper. Bulletinheads, 
text, illustrations and signature appear on one master to reproduce all simultaneously 
on blank paper. 
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Office duplicatung work can be divided into two general classifications: 

REPRODUCTION: The production of one or more copies from an original, 
on blank stock. 

IMPRINTING: The insertion of repetitive or variable data on existing copies. 

There are 16 basic processes used for reproduction and systems duplicating: 


, I: Carbon Paper 
II: Substitutes for Carbon Paper 
III: Gelatin Hectograph Duplicating 
IV: Fluid Duplicating 
V: Stencil Duplicating 
VI: Relief Duplicating and Printing 
VII: Offset Duplicating 
VIII: Photography (Camera) 
IX: Contact Photocopy 
X: Contact Printing 
XI: Facsimile Master Preparation 
XII: Automatic Typewriters 
XIII: Automatic Data Processing 
XIV: Communication Transmission 
XV: Facsimile Transmission 
XVI: Punchard Card Data Transmission 


and five basic imprinting methods: 


XVII: Impression Stamps 
XVIII: Addressing Methods 
XIX: Tabulating Machines 
XX: Signature Machines 
XXI: Other Imprinting Machines 


Processes such as silk screen, engraving, stone lithography, pen ruling and the 
various high speed presses which are uncommon in an office—and imprinting 
machines, such as check protector, postage meter, coupon ticket, marking and oil 
paper stencils which are designed for a single specific job—are not covered here. 

Each of the 21 basic duplicating processes has several variations that multiply the 
possibilities for solving reproduction and imprinting problems. Some reproduction 
processes can be used also for imprinting; likewise, some of the imprinting methods 
can be used for reproduction. This complicates the situation. In fact, there are so 
many possibilities that anyone unfamiliar with all the ramifications of duplicating 
becomes confused. This analysis has been developed as a guide to help you apply 
the most practical method to solve the majority of office reproduction, systems 


duplicating and imprinting problems. . 
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To control reproduction and imprinting so that you can take advantage of 
minimum costs, improved quality, standard sizes, increased production, and to 
expedite service, all duplicating requests should clear through one central point and 
be handled by individuals thoroughly familiar with all the possibilities, character- 
istics, limitations and comparative quantity production costs of all processes avail- 
able within your organization. 


In most cases a problem can be solved by two or more processes and usually 


the deciding factors are (1) quantity required; (2) quality of copy required; (3) 


master available; (4) design of the copy; (5) layout cost for preparing master, 
stencil, plate or typesetting; (6) combination runs (two or more up or front and 
back on the same plate); (7) equipment limitations such as (a) thickness of paper 
or card stock, (b) minimum and maximum sheet size, (c) maximum printing area, 
(d) style type, and (e) gripper edge or margins required; (8) time element or 
urgency for completing the job; (9) preservation of master, stencil, plate or type 
for reruns; (10) overall cost of the finished job (your cost compared to outside 
prices ). 
There are 11 basic REPRODUCTION problems common to office work: 


Line work. 
Text (composition). 
Halftones (photographic illustrations). 
. Recorded data (fill-in). 
Add data to master for subsequent runs. 
». Omit data on some copies. 
7. Transfer line data from a list. 
Superimpose to make composite copies. 
9. Create a reproducing master. 
10. Create a facsimile at another location. 
11. Facsimile signature (printed). 
There are 4 basic IMPRINTING problems: 
12. Facsimile signature (inserted). 
13. Tabulated list from individual units. 
14. Repetitive data (same copy each time). 
15. Variable data (different copy each time) 


These 15 basic problems appear at the top of the Reproduction and Imprinting 
Problem Chart (pages 80, 81) under “Kinds ef Work.” In addition to the basic 
problems, there are also a number of combination applications that permit solving 
two or more basic problems simultaneously. The detail descriptions of the 23 basic 
and combination problems for reproduction and imprinting are listed at the left 
side of the chart. A code letter (A through W) appears beside each of the 23 
problems on the chart as a reference key. 
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Answer these questions to determine the best process to use: 
1. What is the specific problem—reproduction or imprinting ? 
2. Can two problems be solved in one operation—two reproduction, 
two imprinting, or a combination of reproduction and imprinting ? 

3. How many copies are required? (Determine this by usage re- 
quirements, not by guess. Use the Reproduction and Imprinting Guide 
for approximate quantity range of the various reproduction processes.) 

4. What reproduction process or imprinting method can be considered 
for the job? (Use the Reproduction and Imprinting Guide to determine 
which duplicating methods are applicable for each specific problem. ) 

5. Which process is the most practical and economical for the quan- 
tity and quality required? (Decide this by analyzing the advantages and 
limitations of the applicable processes.) 

How to use the Reproduction and Imprinting Guide:, 
< 1. Ascertain the code letter that applies to the duplicating problem 
from the Problems Chart and refer to the same code letter appearing on 
the top of the Reproduction and Imprinting Guide, either one of the 
letters A to N for reproduction, O to T for imprinting, or U to W for 
combination reproduction and imprinting. 

2. Determine the quantity of reproduction copies required. 

3. Refer to the proper code letter opposite arrow and also to the 
quantity of copies required. Then refer downward simultaneously in 
both code letter and quantity columns until you come to a horizontal bar 
in the quantity column which has also a * to its left in the code letter 
column. These points reveal the various processes applicable to the 
particular problem or job. 

Example: 

1. We wish to reproduce a text or message without halftones. This 
is Basic Reproduction Problem B. 

2. We need 1000 copies. 

3. Opposite arrow, we find code letter “B” and under ‘‘Practical Run 
—Quantity Copies” we find quantity “1M.” Referring downward under 
both ‘“B” and “1M,” the first method we come to is Stencil Duplicating 
with stencil prepared individually, while six other methods are also 

indicated. 
' NOTE: “O” in chart indicates that a process can be applied but should 
be used only in exceptional cases 
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ARBON PAPER is the most commonly known means of reproducing copies 
because of its universal use. There are basically two types: (1) carbon paper 
made for writing longhand with pencil or ballpoint pen; (2) carbon paper 
for use with typewriter or other office writing, recording or imprinting machines. 
(Hectograph carbon paper is covered on pages 85 and 86.) Both types are avail 
able in sheets or rolls, four weights of tissues (light, medium, standard and heavy), 
with three carbon basit finishes (hard, medium and intense) and in five colors 
(black, blue, purple, green and red). It can be had with carbon coated on one side 
(semi); coated on both sides (full or double face); or coated saddleback ( partially 
coated one side and partially coated on the other side, usually used for making dupli- 
cate statements with accounts receivable ledger by dropping the fold over the ledger 
card located in the center). 
Spot carbon, or strip carbon, placed at any location on the back of a form, o1 
on separate carbon sheet, permits reproducing the copy at that location and omitting 


the copy on the balance of the form. A reverse method of spot carbon is to print 


the carbon coated side of one-time carbon with blockout areas using a hard printer’s 


ink to cover the carbon coating. Printed blockout pattern on any portion of the 
form can be used instead of spot or strip carbon. Short or narrow size carbon paper 
can also be used to omit copy on any sheets in the set. 

Autographic registers, using roll carbon paper for longhand, provide more legi 
ble copies at one writing than do pads or unit sets. Carbonized typewriter ribbons, 
coated on paper or acetate, produce a sharp distinctive copy for correspondence and 
for offset or xerographic-offset reproduction. 

Inexpensive one-time carbon paper is available for longhand or machine. This 
is commonly used in unit blocked, snap-out and continuous forms sets. Unit sets, 
containing two, three or four sheets of blank paper interleaved with one-time car- 
bon paper, provide a practical means for making carbon copies of correspondence. 
The use of one-time carbon paper permits consecutive numbering of sets through 
the carbon paper to assure numbering accuracy of all parts in the set. Forms can be 
printed on carbon-backed paper to eliminate inserting carbon paper. 

Bookkeeping machines are available for preparing register or journal sheets, and 
in the same operation reproduce carbon copies of the single writing line on individual 
ledger sheets, checks or vouchers. Special sheet or card holding devices for collat 
ing and registering various forms are available for getting the same result with 
longhand posting. 

Facsimile multiple copies, consisting of an original and several carbon copies, can 
be made from an existing original on a Stenafax facsimile machine (see page 134) 
and by the various facsimile transmission methods (see Chapter XV). The original 
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to be reproduced may contain handwriting, typewriting, print face type, drawings 
and illustrations. 

Longhand and typewriter carbon papers with an orange, yellow or green coating 
have been developed for use in preparing better translucent masters. This carbon 
paper is placed behind the translucent sheet, coated side up, to produce a more 
opaque image of the typing, drawing or writing. These colors are more suitable 
for this work than ordinary black carbon paper. One-time carbon paper with an 
orange coating on top and black coating on the back is used in sets of forms having 
a translucent master. The orange coating backs up the translucent sheet and the 
black coating makes the carbon copy on the following sheet. One-time yellow/black 
tracing carbon paper also is available for preparing engineering drawings on vellum 
to provide perfect opacity on the master and to prepare a black carbon copy for 
hling. 

Factors to consider when making a quantity of legible machine copies are: (1) 
weight of the carbon tissue; (2) intensity of the carbon; (3) weight of the paper 
stock; (4) kind of machine (standard, noiseless, electric typewriter or other ma 
chine); (5) degree of hardness of the platen; and (6) the touch of the operator if 
machine is manual. 








HERE ARE THREE items on the market and each is distinctively different: 
multiple inked ribbons, wax coated papers, and chemically treated paper. 
Multiple Inked Ribbons. Dupli-Typer is a typewriter or accounting ma- 
chine attachment that replaces carbon paper and can be used to prepare an 
original and up to four copies. All copies appear as originals. This attachment 
can be used on any standard typewriter in conjunction with multiple continuous 
forms to prepare letters, orders, invoices, statements, bills of lading and other multiple 
copy forms. Accounting machines also may be equipped with a single inked ribbon 
to eliminate the blind-folding carbon jacket over a journal sheet, or with a dual 
inked ribbon to make two inked copies and an original. Thus, a statement can be 
placed behind a ledger card and all three (statement, ledger card and journal) 
appear as inked ribbon copies. 
Wax Coated Papers. No-Carb is a white wax coating on the face of a variety 
of dark colored papers. The original is ordinary bond and the copies are wax 


coated. The wax coating is displaced where the typewriter or longhand image 
is made, allowing the dark color of the paper to show through for legible reading. 

A correspondence set consists of a regular letterhead placed over several No-Carb 
copy sheets, eliminating the carbon paper. In forms construction, such as an order 
or invoice set, the required number of waxed sheets of assorted dark colors (blue, 
green, red, brown and purple for copy distinction) are made in unit sets with a 
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blank bond sheet as the original. The entire set is printed simultaneously on a flat 
bed printing press using printer’s type or electrotypes. The inked impression prints 
the form on the original and impresses the same form into the waxed sheets by re- 
moving the coating to expose the printing on the dark colored paper. 

Chemically Treated Paper. NCR (No Carbon Required) paper utilizes the 
reaction of a colorless chemical coating with a clay-like material to obtain multiple 
copies of forms without the use of carbon paper. The process uses combina- 
tions of two different coating on ordinary paper, depending on how many copies 
ire required, 

In a two-part set, the underside of the original is coated with the colorless chemical 


and the face of the duplicate contains the clay-like material. The impact of the 


typewriter character or the pressure of a pencil or ballpoint pen on the original 
drives the colorless chemical coating into contact with the clay coating on the top 
of the second sheet to make a legible blue copy. In three or more part sets, all 
sheets between the original and last copy contain the coating on both sides. All 


copies in a set can be printed with any forms design. 


ELATIN HECTOGRAPH PROCESS. The copy is placed on the face 

of the master by longhand, typewriter, rubber impression stamp or any 

office writing or imprinting machine, and the hectograph ink (aniline dye) 
is transferred to a gelatin roll on the machine (fatbed or rotary). As blank paper 
is fed through the machine, the image is transferred to the paper. Copies are made 
directly from the original writing, typing or drawing. Data may be recorded on the 
master at one place and the copies made at another. Any portion of the image can 
be deleted by blocking out the unwanted area. 

For best results, masters should be prepared on hectograph master paper, or on 
master units, and the copies reproduced on hectograph paper stock. Masters can 
be prepared by using either hectograph pencil, pen, ballpoint pen, or ruling pen and 
hectograph ink, hectograph carbon paper, hectograph inked fabric typewriter ribbon 
or carbon ribbon. These are available in a variety of colors, but purple is the strongest. 
As many as eight colors can be reproduced at the same time. Masters prepared by 
carbon paper in unit sets produce the best results and more legible copies. Hecto- 
graph carbon paper can be used only once. Two or more masters can be made 
at one time. 

Four styles of hectograph typewriter ribbons are available: (1) fully inked— 
fabric inked on both sides in light, medium, and heavy degree of inking; (2) semi- 
inked—fabric inked only on one side so that the type keys strike the uninked sur- 
face, resulting in sharper characters and cleaner types; (3) two colors horizontally 


purple hectograph and red hectograph ink) for report work when red figures 
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are necessary; and (4) two colors vertically (left half black record ink and the right 
half purple hectograph ink) to eliminate changing the ribbon when both regular 
work and gelatin hectograph masters are prepared on the same typewriter. 

Drawing should be done on a hard, smooth surface. Illustrations can be traced 
on the gelatin master by using a drawing scope. ‘The original is placed underneath 
the master and transparency, caused by the light, permits tracing on top master. 
As an alternate, hectograph carbon paper may be used by placing the original on 
top and making the master a carbon copy by tracing. Lettering guides can be used 
for hand lettering. A backing sheet under the master facilitates better copy when 
prepared on a typewriter because it forms a cushion over the platen to prevent 
typewriter keys embossing the sheet. 

Masters can be cut and pieced together when it is desirable to strip typewritten 
matter with illustrations, or to strip preprinted headings with typewritten copy to 


reproduce the completed bulletin in one operation. Rubber cement should be used 


for pasting master portions together. 

Correction fluid can be used on the master to obtain unique effects: to break 
up solid tones, to stripe letters or to stipple backgrounds for a shading effect. 

The master can be a printed form in hectograph ink, and the copy or text can 
be inserted by longhand or typewriter so that the form and the fill-in are reproduced 
at the same time. 

Signature can be signed directly on the master, facsimile signature may be traced 
with the use of a drawing scope, or a rubber stamp signature may be impressed 
with hectograph ink. Numbering and dating machines having hectograph inked 
ribbon attachments are available for imprinting where ink pads are not practical. 

Gelatin hectograph masters can be prepared from an existing original on a Stena- 
fax facsimile machine (see page 134 for details). Unit sets or hectograph carbon 
paper are required for this method of preparation. 

Errors on masters can be corrected by using correction fluid or white blockout 
pencil. If space having error is not to be retyped or redrawn, the unwanted por 


tion may be cut out with a razor blade. A gelatin master can be used only once. 








HERE ARE THREE methods of fluid reproduction: spirit, direct fluid hecto 
graph process; direct liquid processes; and spirit, forced fluid hectograph 
process. 

Spirit—Direct Fluid Hectograph Process. The master is prepared by long- 
hand, typewriter, metal impression stamp, or any office writing or imprinting 
machine. Written, drawn or typed matter is placed on the face of the sheet, 
while reversed piece of hectograph carbon paper (coated side up) under the 
copy transfers the image to the back of the sheet in reverse. (The reverse image on 
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the back of the sheet becomes the master.) The master is placed on the drum of the 
machine (hectograph ink image up) and the copies are reproduced by transferring 
a small amount of aniline dye directly from the master to the copy by the applica- 
tion of alcoholic liquid. On short runs, the master can be saved and reruns made 
until the hectograph ink deposit is used up. Different types of rotary machines 
are used for regular duplicating and for systems work. 

For best results, the master should be prepared on hectograph master paper using 
spirit process carbon paper, or on spirit master units, and copies reproduced on 
hectograph stock. Hectograph spirit carbon paper is available in five colors (purple, 
blue, green, red, black) but purple is the strongest. Considerable progress has been 
made the past few years with black hectograph masters to produce 75 to 100 copies. 
All colors can be reproduced at the same time if desired. Hectograph carbon paper 
ribbon can be used on typewriters when so equipped. 





Ditto, Inc Standard Duplicating Machines Corp 


i 


MANUAL AND ELECTRIC SPIRIT DUPLICATORS. 


Master units are perforated foldover or pasted sheets of hectograph master paper. 
The top sheet is plain, the bottom sheet is coated with hectograph carbon on the 
inside so that the hectograph image can be transferred to the back of the top sheet 


(in reverse) when drawing or typing is done on the face of the top sheet. Sets 


have a tissue divider inserted to keep the carbon from offsetting on the master 
paper. This insert sheet should remain in the set while marking off or placing 
guide lines on the copy, but must be removed when preparing actual copy. There 
are varying degrees in the quality of master units for short, medium and long runs. 

Master unit sets may be made with an application of a silver coating or clay coat 
ing over the hectograph carbon surface to protect against offset and bleed, thereby 
sealing the edges as well as the surface to provide maximum protection to the user. 
Non water-soluble dyes of purple, blue and black also are being used for construct 
ing spirit hectograph master sets to facilitate handling. These non-smearing fea- 
tures provides cleanliness for both the person preparing the master and the dupli- 
cating machine operator. 

Drawing should be done on a hard, smooth surface, or on top of a plastic back 
ing sheet. Illustrations can be traced on the master by laying the original on top 
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of it. Lettering guides can be used for hand lettering. The use of a plastic back- 
ing sheet will also produce sharper typewritten copy. 

This process is applicable for systems work to reproduce variable copies as »eeded. 
Data may be recorded as accumulated and copies made when completed, or fill-ins 


can be added after the first run. Data may be added to original master to compile 


progressive cumulative reports. The record may be written one place and repro- 
duced at another since copies are made from the original writing, typing or draw- 
ing. Additions, changes or corrections can be made after the original run to re- 
produce revised copies on reruns. 

Reproducing overlays and variable strips of any size or shape can cover any por 
tion of the original spirit master to revise or supplement variable data in any area, 
or to add information by using a larger size overlay. Blank overlays can be used 
to block out information in any area. Varying widths or lengths of copy paper 
can be used to add or delete information in any area. The masters can be perfo- 
rated to tear at any given place or folded under to omit data on some copies. 


Old Town Corp. 
MANUAL AND ELECTRIC SPIRIT DUPLICATORS. 


In systems work, when it is necessary to insert data on the spirit master after the 
original run, it is practical to fold the carbonized section under the master, rather 
than separate at the perforation for inserting the master in the duplicating machine. 
The interleaved protection sheet also can remain in place while the master is on the 
duplicator. This method of keeping the unit set intact retains the carbon paper in 
its original position for making additions at a later time. If it is impractical to 
keep the carbon back section with the master, it is advisable to use a Ditto Master 
Writer to add longhand entries to the back of the master. This is a compact port 
able device which contains a continuous roll of hectograph carbon paper having the 
coated side up on the writing surface so that the master can be placed on top of it 
for carbonizing the data to the reverse side. It is economical because you can utilize 
most of the carbon surface. A turn of a knob advances the roll when fresh carbon 
is needed. A cutout mask can be placed over the carbon surface when supplementary 
entries are contained within a small area. This cutout permits using the entire 
width of the carbon and acts as a shield so the hands do not contact the carbon. 
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The master can be a printed torm having black or colored legible printing on 
the face only (not printed on the back) to register the inserted data on preprinted 
opies of the same design. This is called a kiss-print master and may be reproduced 
on an offset machine. A utility kiss-print master having printed horizontal lines only 
is practical for general use forms and reports. It is necessary to draw vertical lines 
only and insert headings and title to reproduce on preprinted forms having the same 
horizontal lines. Kiss-print masters and copies can be printed from the same offset 
plate. 

The face of the master also can be printed in black or colored ink on a letterpress 
impressing the hectograph carbon printing in reverse on the back (negative printed 
reproducing master). The copy or text can be inserted by longhand (pencil) or by 
typewriter so that the form and the fill-in are reproduced at the same time on blank 


paper. The reverse side of a preprinted master can be one color (green) and the 


fill-in another color (purple) to permit two-color contrast in one operation. The 
| 


cost of printing impressed methods masters is reduced considerably with the manu 


facture Of a new non water soluble dye formula which 
sheets are not required. Printing of standard hectograph master unit sets requires 


the removal of the interleaved sheet before printing and reinserting afterwards 





ply Co 


SPIRIT DUPLICATORS. 


When only a few simple preprinted spirit master units sets are required (forms 
or bulletinheads) you can make your own by setting the type and lines on a Multi 
graph and reproducing them by this relief duplicating process. 

Master units also can be used for dual reproduction, combining the use of the 
master for both gelatin and spirit processes. This is done by using hectograph type 


] 


writer ribbon, pencil or ink on the face of the master for gelatin process, and having 
hectograph carbon paper below (carbon side up) to transfer the same image on the 
back of the master for spirit process. Combination printed master units also may 
be used by printing the unit sets for the spirit process, but using hectograph printer's 
ink on the race instead ol b] ick ink to provide ior the cr ¢ | itin process. Dial purpose 
masters arc used when it Is necessary to reproduce the same information at two 
locations, cach having different types of duplicating machines. This dual method 


also provides a means for making additions to the master (either side) for the sec- 
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ond machine run. 

Two spirit masters can be prepared at the same time. This is applicable when the 
length of run exceeds the number of copies possible from one master, or for runs 
on two machines. 

Spirit hectograph masters also may be obtained in continuous form for machines 
such as teletypewriters, addressing, or tabulating printers. A master can be a part 
in a unit set of forms, or a part in a continuous forms set when preliminary copies 
are required immediately at the time of preparation. The master is used for mak 
ing additional quantities of copies. 

A line printer attachment is available for spirit machines which automatically 


” or ¥,”) for transferring a single line of copy from a master onto an 


spaces (15 
lene shect ‘The snale lines of 0 senile Lucie shunce con bin teamebesced 
otner sheet, le Single lines of a register or journal sheet can be transferred to 
individual cards or sheets by this method. In addition to the line transfer, a repro 
ducing overlay strip can be used to insert constant data as a heading or record on 
the individual cards at the same time the single line is being reproduced. This is 
done by using an aluminum shield having an open notch for the line transfer and 
attaching the overlay strip on top of the shield. The shield automatically spaces 


at the press of a lever. 


Duplicopy Co. lock & Anderson Ltd 


SPIRIT DUPLICATORS. 


Ditto Analyslips provide a simple means of breaking down a list of items on a 
master into separate units. The unit copies are pre-shingled in glued sets so that 
they overlap and expose a sufficient width at top or bottom of each slip to pick uy 
the copy for a single item. The set of shingled sheets is fed into the machine, like 


1 single sheet, to reproduce each line on the exposed margins of each sheet in the 


set in the one operation. When separated, the slips serve as a unit media which 
can be sorted in any combination for sales analysis, inventory records, labor distri 
bution, and other division where flexibility is required. 

Stock spirit hectograph masters of outline maps, graph charts, columnar forms, 
music staffs, menus, etc., are available for reproduction. 

An existing original can be transferred to a spirit hectograph master by using a 
Stenafax or Xerox copying equipment (see Chapter XI). 
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Correction fluid can be used to obtain unique effects of breaking up solid tones, 
striping letters and stippling backgrounds. Shading effects can be obtained by 
using a screen and a stylus. 

Errors on masters may be corrected by erasing with an ordinary pencil eraser. 


lass eraser first. An 


It is advisable to remove the excess dye with a knife or fiberg 
erasing shield will avoid smearing the rest of the copy. Minor corrections and clean 
up can be made with correction fluid, or a Standard correction pencil can be used 
to coat over errors on the reverse side to make neat corrections. A correction shield 
can be used as a support when using the correction pencil to eliminate the neces 
sity of removing master from the typewriter. This shield is a smooth piece of plastic 
curved to fit the hand and to prevent creasing of the master. It space having errors 
is not to be retyped or redrawn, unwanted portion may be cut out with a razor 
blade. 

Another practical way to make corrections is to affix blank, dull coated pressure 
sensitive strips on the back of the master over the area to be corrected. Self-adhesive 


”, 9/2 


strips are available in rolls of 1/6 3” or 5/6” widths which can be torn to the 


desired length. This tape can be placed in a tape dispenser for convenience. 


b raft. In , 1 B. Dick 
LINE PRINTING SPIRIT DUPLICATOR. AN AZOGRAPH DUPLICATOR 
Direct Liquid Processes { Azograph and ( she mograph ) | he se two processes 
are mechanically similar to spirit hectograph duplicating in that they use a 
master unit having the image in reverse on the back of the master sheet. A trans 


fer sheet is used in preparing the masters instead of spirit process carbon. This 


sheet is coated with a waxy substance which is yellow or light brown (depending up 


on the process) and which contains chemicals that combine with the fluid to form 


a blue or blue-black dye. Since the chemical action does not take place until the 
master is on the rotary machine, both master and transfer sheet are clean to handle. 
The method of preparing Azograph and Chemograph masters is the same as in 


the spirit direct fluid process, and the manner in which copies are produced is suffi 
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ciently similar that the duplicating machine also can be used for spirit direct fluid 
process. Existing spirit duplicators can be converted to these liquid processes by 
changing the parts that come into direct contact with the fluid. The fluid used in 
the Azograph and Chemograph processes may be used also for regular spirit hecto- 
graph process by simply changing the master from one process to the other. 

The finished master is placed on the drum of the duplicator with the side bear- 
ing the waxy deposit exposed. As the drum revolves and paper is fed into the ma 
chine, the paper is moistened with a colorless fluid which contains a chemical re- 
actor. The moistened paper then comes in contact with the master and a blue-black 
dye is formed, a thin layer of which is deposited on the paper to make the copy. 

These processes are designed for short runs, from 50 to 75 copies. They provide 
speed and simplicity comparable to the spirit direct fluid process. Most of the fea 
tures explained in the spirit direct fluid hectograph process (page 87) can be 
applied to these processes. Masters may be used repetitively, and the transfer sheet 
can be used in manifolding to produce original kiss-printed or printed-through master 
units for systems applications. Masters may be a part of a unit set of forms or in 
continuous forms for machines such as teletypewriters or tabulating printers. Cor 
rections are made easily because the waxy deposit can be removed with an ordinary 
rubber eraser. Colors may be added by using regular spirit direct fluid process 
colored carbons. 

The difference between these two processes lies in the chemical procedures em 
ployed to produce copies. The Azograph process has two color forming compounds 
in the coating on the transfer sheets that are chemically separated and hence color- 
less until they encounter the third agent, the fluid reactant dispensed by the dupli- 


cator. Chemograph also requires three different chemical elements to reproduce 


copies. They include the coating on the transfer sheet, the transparent coating on 
the copy sheets, and the fluid dispensed by the duplicator. 


S.p.a, Duplicatori 


Above: A SMALL SPIRIT DUPLICATOR. 


At Left: CABINETS ARE AVAILABLE IN 
HEIGHTS FOR SEATED OPERATORS. 





Spirit—Forced Fluid Hectograph Process. The master is prepared by type 
writer or tabulating machine in journal or list form on a lightweight, porous 
paper. The typed or printed matter is placed on the face of the sheet, and 
a reverse piece of special hectograph carbon paper (coated with a combination of 


wax and dyes that are soluble in the fluid) under the copy transfers the data to the 
back of the sheet in reverse. The back of the sheet becomes the master. The master 
list is inserted in the IBM Transfer Posting Machine carriage and individual lines 
of the list are transferred one at a time to separate cards or sheets by forcing the fluid 
under pressure through the porous master to deposit the carbonized data on the 
document being posted. Simultaneously with the line transfer, the master list ad 


vances to the next posting line which is visible to the operator for selecting the next 


document to be posted. 
The master list must be double spaced, three lin he machine trans 


] | ] 


fers an entire line of printed data, one at a time, f 1 the m: a list, regis 


ter or journal) to selected individual sheets (ledgers, stock records, sales records, 
checks, or other accounting records). The master is not injured by the process and 
can be retained as the original report. The master can be used a cond time to make 


} 


gible transfer postings otf each line. 


a maximum of two I 


UPLICATING STENCILS are made of ough fibrous coated tissue hav 
ing a texture impervious to ink. The produced is stencilized 
into the stencil sheet by typewriter, stylus, metal addres plates, bookkeep 
ing and tabulating equipment, or a facsimile of an existing original can be stencil 
ized on a facsimile machine (see Chapter XI). The stencil is placed around 
the cylinder of the rotary duplicator, and the impression roller’s contact with the 
paper being fed through the machine forces ink from the ink pad on the cylin 


der (ink pad receives ink through perforations in the cylinder) through the open 


ings 1n the stencil to reproduce the image. Ordinarily, only one color of ink is 


11 


used; however, it is possible to use two or more colors at the same time by separat 
ing colors in the ink pad. 

Stencil dupl 
carrier, Over which the stencil is attached. Paste ink, instead ol liquid ink, is used 


with double drum machines. Color changes can be quickly made and multicolored 


] 


icators also are made with two cylinders, covered by a silk stencil 


work can be produced by rerunning copies through the machine. 

A duplicating stencil consists of a stencil sheet, a cushion sheet and a backing 
sheet. Guide marks (maximum printing area) are printed on the stencil sheet. 
Horizontal and vertical typewriter spacings (pica and elite) are printed on the mar- 
gins to facilitate copy layout. There are varying degrees in quality of stencils for 


2 ] 1 . ° 7 
short and long runs. Stencil sheets also may be obtained in continuous form of vari- 
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ous sizes for preparation on tabulating printers. 

Stencils for line work, drawing or handlettering are prepared on an illuminated 
drawing scope using a stylus to stencilize the image into the stencil sheet. The 
backing sheet is either removed or rolled out of the way, and a flexible writing plate 
is placed between the stencil sheet and the glass top of the scope. Many kinds of 
styli are available for different breadth of lines or for dash or dotted lines. Metal 
and plastic screened plates of various designs are used for shading and _ plastic 
templates for designs and borders, Lettering guides with various sizes and styles of 
characters can be used. Drawing can be traced on the stencil by placing the original 
under the writing plate on the drawing scope which permits light to penetrate the 
original illustrations, writing plate and stencil sheet for tracing the image. Art 
tracings of action figures, sport subjects, cover designs, cartoons, decorative borders 
and many others are available for illustrations. A silk screen can be used underneath 
the stencil to hold the fibres together for stylus work on solid areas. 


A, B. Dick Co. 
A STENCIL DUPLICATOR. 


A cushion sheet is placed between the stencil and backing sheets when the stencil 
is prepared on a typewriter or other mechanical writing machine. There are three 
weights of cushion sheets available—light weight for fine copy, medium weight for 
medium copy, and heavy weight for bold copy. A transparent lightweight sheet 
of Pliofilm, when placed on top of the stencil assembly, facilitates a broader lined 
copy, eliminates cutting out interiors of letters, and keeps typewriter type clean. The 
cushion sheet and film sheet can be reused. A transparent plastic ribbon, replacing 
the fabric ribbon and wound on a typewriter ribbon spool, can be used instead of 
the film sheet. 
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Lined layout sheets can be used to facilitate drawing lines or marking copy which 


also requires typing. The layout guide may be drawn for the individual copy o1 


i. seal Ios ron ] 
and vertical lines for pica or elite 


1 
} 
| 


shects printed for typewriter spacing (horizonta 
spacing) can be used. The lined layout guide sheet is placed under the writing 
plate on the drawing scope. The use of a Pliofilm sheet on top of the stencil and 
a small writing plate uncer the stencil provides a practical means for handwriting, 
signing or tracing signatures with a ballpoint stylus. 

Photographic or die-impressed inserts of illustrations, cartoons and facsimile sig 
natures can be stripped in with the regular typewritten copy. The illustrative photo 
graphic stencil is prepared by a photo-chemical process. The die-impressed image 


. R ‘ 1 » ] 
is stencilized into the stencils by using a printing die on a printer’s letterpress, or 


1 


you can make your own die-impressed stencil on a Multigraph from a metal electro 
type. The dic impressed cOpy can be a torm, letterhead oO! bulletinhead, and the 
text, record or report is inserted by longhand, typewriter, bookkeeping machine, or 
tabulating equipment so that the form and the fill-in or text can be reproduced at 
the same time. Yellow, green, or white die-impressed stencils use a special black 


carbon sheet inserted between the stencil and backing sheet so that the electrotyp 


1 


impression and the insert copy make a carbon copy on the backing sheet, permitting 


the backing sheet to be used as a record or proof copy. Mimeograph stencils also 
can be impressed with embossed metal addressing plates by removing the ribbon 
from the addressing machine 

Die-impressed or form-topped stencils may be a part in a set of forms having as 
many as eight parts. The stencil is normally the original in the set to obtain best 
legibility of reproduced copies. Stock die-impressed stencils containing music staffs, 
maps, etc., are available. 

Form-topped non-reproducing stencils are used when it is desired to fill in pre 
printed forms. The same form appearing on the copy sheets is printed in ink (not 
die-impressed) on the stencil, and is used as a guide for.typing or writing the vari 
able data or text. The printed form on the stencil is positioned for registration on 
the pre-printed copy sheets run through the machine. Printed handwriting stencils 
having non-reproducing horizontal guide lines at one-half inch spacing are ideal for 
longhand work when writing with a rollpoint stylus. 

The stencil process can be used in systems work by applying blockouts and over 
lays. A sheet of paper can be placed over any area of the stencil to delete informa 
tion. Ink adhesion will hold a small patch of bond paper in place for temporary 
blockout. Gummed paper, or paper which is gummed on one edge, should be used 
for permanent blockout. Data may be added to the original stencil after it has been 
run and cleaned, to add information such as the compilation of progressive cumula 
tive reports or charts. Two portions of a stencil can be placed beside each other on 
the cylinder to reproduce both constant and variable data at the same time. The 
portion containing the variable data is usually discarded after each run, while that 
containing the constant data is filed for rerun. It is also possible with the use of 


the carriers to pick up single lines of print, with minor limitations, on separate papers 
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Rex-Rotary Distributing Corp Geha-Werke 


THE THREE STENCIL DUPLICATORS ON THE CABINETS ARE DOUBLE CYLINDER 
MACHINES. THE OTHER TWO HAVE SINGLE CYLINDERS. 
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wy cards 

A quantity of address or marking labels for the same names can be reproduces 
on a letter size sheet with plain or gummed back paper and perforated to make 
33 separate labels with each impression (11 in 3 columns ) 

Half-size stencils (legal size stencil cut to make two stencils) are available for typ 
ing On a narrow carriage typewriter. “The small stencils can be cemented side by 
side to facilitate preparation and reproduction of two-page or four-page folders on 
letter size sheets. 

A tag feeding attachment may be inserted in the feed tabl a mimeograph ma 
chine to permit automatic feeding of eyeletted tags ranging size from 244” to 
814” wide and 5” to 14” long. 

Hard-set inks produce quality work on regular sulphite stock eliminating the ne 
cessity for special porous mi meograph stock. Offset on the back of the copy can be 


eliminated by using an interlayer for slipsheeting. A fast-drying ink permits the 


I 
use of a wider range of paper stocks including bond papers without offset on the 


back of the copy, eliminating the use of the slipsheeter and increasing production. 

Errors can be corrected easily by applying a coat of correction fluid over the area 

be corrected. Although heen of some stencils is necessary, the use of a 
specially developed cushion sheet eliminates the burnishing operation. 

Stencils may be cleaned and used for reruns. Stencils run with water soluble ink 
nay be cleaned in a portable stencil cleaning machine. The cleaned stencil can be 
folded and filed in an ordinary file folder or they may be hung on clips and filed 
in stencil files cons for this purpose. Uncleaned stencils (oil base ink not re 
moved) may be filed in letter size absorbent fling wrappers 

See page 164 for hand stamp and rocker type stencil duplicator: 

Diagraphy fluid can be used instead of black ink in any stencil duplicator. 
A special copy paper is used and the duplicated copy develops chemically and turiis 
black within a minute after passing through the duplicator. The Diagraphy fluid 
washes off stencils, duplicator drum and pad with soap and water. It will not stain 
hands or clothing, nor harm nailpolish. Regular licating stencils can be used 
with the Diagraphy process if they are wiped with a neutralizer compound; other 


wise Diagraphy stencils a ised. (Print-O-Matic Co.) 


Bohn Duplicator Corp 


A DOUBLE CYLINDER STENCIL DUPLICATOR 
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MLE PRINTING is the means of reproducing copies from type of plates 

on which the image is raised. There are three types of office machines for 

this purpose: rotary duplicator, flat bed printing press (letterpress), and flat 
bed relief proofpress. 

Rotary Relief Duplicator (Multigraph). Hand-set type (typewriter or display 
styles), line type slugs, embossed metal strips, curved electrotype plates, rubber: 
plates, or rubber stick-ons are mounted on a drum segment and reproduction can 
be made by using either printing ink or inked ribbon. 

A composing rack housing all letters, figures and characters, and a composing 
fork, is used for setting type by hand. Type can be distributed back into the rack 
for reuse; however, typewriter style type (pica or elite) costs so little that new type 
can be bought for the labor cost of distributing used type. Using new type for each 
job assures quality work. An electrically operated typesetting machine, controlled 
by a typewriter style keyboard, can be used for composing type when volume of 
work justifies. 


Drum segments are available with vertical or horizontal channels spaced six or 


tour to the inch. Special segments can be made for specific problems. Rubber stick- 


ons can be spotted at any location on a smooth drum for imprinting. 

Printing ink is obtainable in a variety of colors. Ribbons may be had in black, 
blue, purple, green and red. Ribbons may be reinked when they become dim. 

The rotary duplicator can be used for miscellaneous operations, such as imprinting, 
perforating, scoring, signature imprinting and consecutive numbering. Some of 
these operations can be performed at the same time that copy is being reproduced; 
others require a separate run. 

Relief printing also can be produced on an offset duplicator it the rubber blanket 
is replaced with a rubber plate (reverse image) having a flexible brass back. 
\ blank zinc offset plate is placed on the plate cylinder and is used as an ink transfer 
roll to ink the rubber plate. 

A metal addressing plate embossed on a Graphotype machine can be attached to 
the drum of a Multigraph machine magnetically or mechanically for printing or 
imprinting. 

A Multigraph duplicator can be attached in tandem with an Addressograph to 
imprint variable data such as names, dates and numbers from the addressing ma 
chine and reproduce the printed form on the relief duplicator in a single passing of 
the blank paper through the synchronized machines. Vertical and horizontal per 
forating can be performed in the same operation. 

A Davidson Dual duplicator is capable of printing by both the offset and relief 
methods by a change-over from one method to the other. It will reproduce from 
paper masters or metal plates applying the offset process and handset type. Electro 
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types or rubber plates can be used in the relief process. Linotype slugs or number 
ing machine heads can be used for imprinting. 

Flat Bed Printing Press ( Letterpre SS). Hand-set type, mac hine-set slugs, line 
plates, halitones, linoleum, wood, plastic or rubber plates, electrotypes and stereo- 
types may be used on a flat bed printing press. These are locked into a chase which 
fits the bed of the press. The ink is applied by rollers and the image is reproduced 
onto the paper or card stock by pressure. Perforating, scoring and consecutive num 
bering can be performed on this press at the same time that copy is printed. 

Flat Bed Relief Proofpress is available in a number of sizes, either manually 


| 


operated or power driven, with hand inking in a single color or with auto 


matic inking of one to four colors. All relief proofpresses are operated on the 
same principle: (1) the type chase or plate is placed on the flat bed of the press; 
(2) the printing surface is inked with a brayer or roller; (3) the paper 1s placed 
on top of the type or plate (paper is automatically fed on some machines); (4) a 
heavy cylinder is rolled over the paper to.make the impression. 

A proofpress is primarily used in preprinting (pulling proofs) so that corrections 
can be made in the type or plate before printing on a letterpress. It is also used to 
check registration when two or more plates are required. Special machines are 
available for making impressions on transparent sheets of glassine which are used 
in converting letterpress copy to offset plates without the use of a camera or for mak 
ing transparent positives tor contact prints. 

A proofpress can be used to advantage in the ofice when only a few copies are 
required: (1) printers ty pe composition proots can be reproduced to be cut apart 
and pasted on master drawings for offset reproduction; (2) simple price sheets re- 
quiring price changes can be reproduced economically in small quantities; (3) signs 


] 


large type can be reproduced on card stock in sizes | 


or notices requiring arger than 


the maximum image or sheet size of a duplicating machine. 


By using a special water repellent ink, metal 


ly on a paper or metal offset plate. Allow ink to dry on plate overnight (or use an 


type and cuts can be prooted direct 


infrared lamp) and then run on the offset duplicator. 


Challenge Machinery Cx 


A FLATBED PROOFPRESS. 
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HERE ARE TWO basic types of offset machines applicable for office dupli 
cating: rotary offset duplicator and flat bed offset proofpress. The process is 

the same for both, but the machines operate differently. 
Rotary Offset Duplicating Machine. The image to be reproduced is of an oil 
base and is placed on the plate in positive (appears same as the original and 


ie finished copy). The flexible plate or paper master is placed on a cylinder 


of the machine in contact with a repellent dampening roller and the ink rollers. As 


1 
rr 


he plate revolves, the ink is distributed on the image and the repellent moistens 
the balance of the plate surface so that ink will not cover the remaining area. The 
inked image 1s transferred to a rubber blanket and, as the blank copy paper passes 
between the rubber blanket and an Impression cylinde r, the image 1S oftset onto the 
paper. Reproduction can be made on all weights and types of paper and card stock. 

There are many ways of preparing offset masters or plates: (1) handwriting, (2) 
lrawing, (3) ruling, (4) typewriting, (5) tabulating printer, (6) carbon tracing, 
(7) pressure transfer or rubber stamp, (3) painting, (9) mechanical transfer or 
preprinted masters, (10) plate inlay, (11) opaque stencil transfer, (12) photographic 
transfers, (13) translucent master transfer, and (14) various facsimile methods. 

Three different mediums can be used to prepare offset plates. Each medium has 
idvantages particularly suited to certain classes of work: (A) direct image on paper 
or plastic coated master, (B) opaque stencil image transferred to sensitized zinc, 
iluminum, plastic or paper plate, and (C) photographic image transferred to sensi 
tized zinc, aluminum, plastic or paper plate. 

Direct Image. Watercolor pencils can be used as outside guide lines and do not 
have to be erased because they will wash off the plate when the liquid repellent 
is applied. Do not draw or type over washable guide lines 


The image is applied directly to the smooth coated surface of a paper or plastic 


coated master. The image can be drawn, written, ruled, lettered, painted, typed or 


traced on the master using either pencil, crayon, ink, carbon paper, fabric or carbon 
paper ribbon, rubber stamp, numbering machine, brush or airbrush. Only mate 
rials having an vil base and especially designed for applying images direct to the 
master will reproduce. 

A special carbon paper (Remington Rand Transtrace) is used for tracing or trans 
ferring images to direct image masters. This is a translucent yellow paper having 
a yellow coating of wax which will cause an image drawn through it to reproduce 
on direct image masters. It can be written upon with pencil, ballpoint pen, or stylus 
to transfer the image of line drawings, shadings, graphs, and solids to be reproduced. 
Transtrace can be used with a lighted drawing scope for tracing or it may be used 
as ordinary reproducing carbon paper. 


Two direct image offset masters (thin, systems paper masters) can be prepared 
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Offset 


Duplicators 


Whitin Business Equipment Corp. Ditto, Inc. 
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simultaneously by inserting a sheet of reproducible carbon paper between the two 
masters to make the second master a carbon copy. The black cushion sheets used 
with yellow mimeograph stencils (A. B. Dick Kozutint) are more practical than 
carbon paper when preparing duplicate or triplicate offset paper masters. One 
cushion sheet can be used 15 to 20 times. 

The image also may be a mechanical transfer from printing type, electrotype or 
from another offset plate. The office printshop can print a supply of reproducing 
masters on an offset duplicator from an original direct image nsaster or from a 
photographic plate. The direct image masters are printed the same as plain paper, 
but the ink is an oil base reproducible black. A practical application for preprinted 
direct image masters is to imprint the letterhead or bulletinhead portion and insert 
the text with a typewriter or draw illustrations freehand and then sign, so all can be 
reproduced in one operation. Another application used in systems work is to print 
the record form on the direct image master and insert the recorded information 
with pencil or typewriter so that the complete document is reproduced at one time. 
The master can serve as the worksheet to eliminate copying and checking. Pro. 
gressive reports, charts or graphs can be made by this method by inserting additional 
data on a preprinted reproducible master. This application is also ideal for repro 
ducing perforated or cut package labels in quantities. The preprinted data and the 
fill-in must be reproduced in the same color. 

The Fisher Repro-Black Ballpoint Ink-Pen-Cil can be used on paper masters. The 
chemical properties of its ink allows it to be used also to make additions or correc 
tions on the master while the latter is wet on the duplicator. 

Rubber impression stamps can be used with preprinted paper masters to reproduce 
the form and imprint together. Force’s rubber type of various sizes and styles, com- 
posed in their Base-lock holder, is practical for composing words, sentences or num- 
bers for imprinting. Reproducible rubber stamp ink is used to impress the image 
on the preprinted master. A practical application is the insertion of different model 
numbers on a series of preprinted masters. 

Direct image master also may be preprinted with non-reproducible ink (ordi- 
narily light blue or pink color) so that the image acts as a guide to register when 
imprinting on printed forms. Direct image masters can also be preprinted with both 
reproducible and non-reproducible ink. In this case, the non-reproducible printing 
is used for instructions and guides for filling in the information (when a number of 
employees are required to fill in data on direct image masters). The reverse side of 
a paper master also can be printed and used for record or instruction purposes. 

Direct image masters (blank or preprinted) are available in single cut sheets of 
several standard sizes, in continuous fanfold style to be separated to any given size 
at the perforations, or in continuous rolls which can be separated at perforations, 
or torn to any desired length when not perforated. Continuous direct image masters 
can be used in typewriters, teleprinters or tabulating accounting machine. 


When a procedure requires additional preliminary copies, multiple copies can be 


made with carbon paper at the same time the master is typewritten. The master 
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may be a part (preferably original) of a multiple unit set or continuous set of forms 
Information may be added to, or deleted from, copies by using varying widths 
and lengths of copy paper. Copy paper can be perforated or scored to fold up or 


under to omit impression on some copies. Perforated and scored masters can be 


folded over or under when running to add or omit data or to change copy when 
making a master from a master. Direct image master overlays of varying sizes o1 


overlays placed at difte rent locations over original master may be used to add, cle lete 
or substitute information. Corrections or changes may be made quickly by typing 


LA 


a section of an adhesive-back master, cutting it out of the 8! x 15” sheet and plac 


ing it where required. Blockouts or deletions may be made by afhxing a blank 


strip cut from an adhesive-back master over the unwanted copy 


An original writing can be repeated indefinitely by making one or more printed 
direct image masters from an original offset master, plate or intermediate masters. 
A translucent master may be reproduced as the last copy in a run so it can be used 


to make additional copies on a diazo contact printer at a future time. This is a safe 


] ] ] 1 1 
guard for preparing a few additional copies should the offset run become exhausted. 


Replimat, a translucent two-purpose paper master, can be used for reproducing 


whiteprint copies by the diazo processes and for printing copies by the offset process. 


Recorded data can be tilled in on the printed form master for reproducing white 


prints; then, at any later t idditiona! data ma ( lded I nanges made tor 


running the final copies on an offset duplicator: 


; 


OFFSET PLATEMAKING MACHINES 
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A development in the direct image offset process is the insertion of inlays in paper 
plates. Composition (any size or style type) may be set on a Multigraph or relief 
proofpress and pieces of direct image paper masters run with reproducible ink. 
These pieces are then cut to size and adhered on top of the paper master with 
double coated tape (adhesive on both sides), and a gummed sheet is placed on the 
reverse side of the other area to build it up to the same thickness. Other methods 


are to cut out the paper master and recess the insert by stripping in and using 
Cellophane tape on the back to hold the insert in place. In both cases, a sealer is 


used to fill in the cracks and around the edges. Text can be added to the master 
by typewriter or illustration inserted freehand so that all can be reproduced at 
the same time. 

A hand operated Multigraph machine will prepare paper offset masters from 


1 


embossed metal plates. Flat metal plates, 8” wide by 114” high and providing for 
nine lines of copy 74,” wide, are embossed on a Graphotype. The plates are then 
curved slightly on a curving machine to fit the curvature of the drum. Seven of 
these variable plates can be clamped on the drum for letter size; nine for legal size. 
A roll of reproducing carbon paper is used instead of ink. A paper offset master 
is run through the machine and the raised characters impress the image on the 
master through the carbon paper. A supply of copies are reproduced on the offset 
duplicator. The embossed plates are removed from the drum and filed for rerun. 
This provides a flexible means for compiling variable data together. Translucent 
masters also can be prepared on this machine by backing the sheet with carbon 
paper (black or orange) to reproduce the embossed matter on both sides of the 
translucent sheet. 

There are several degrees of quality of direct image masters for varying lengths 
of run (short, medium and long). Errors may be corrected by using a soft, clean 
rubber eraser or special correction solution. Masters can be preserved for reruns. 

There are numerous methods for preparing preprinted reproducible direct image 
or presensitized masters using inexpensive paper offset masters: 

1. Stencil on mimeograph duplicator. 

Type set or plate on relief rotary duplicator or letterpress. 
Embossed metal plates on relief duplicator. 
. Offset masters or plates on offset duplicator. 
(A) Draw or type on direct image master. 
(&) Opaque stencil transfer on sensitized master or plate. 
(C) Photographic, photocopy or contact print negative on sensitized master 
or plate. (See Chapters VIII and IX.) 
(D) Translucent original or photographic positive on presensitized positive 
master. (See Chapter X.) 
Reflex on multiple transfer contact printer. (See page 121.) 
Stylus facsimile. (See page 133.) 
. Camera facsimile. (See page 132.) 
3. Camera enlargement of positive microfilm or other small film positives. (See 
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page 138.) 


Fe Facsimile transmitted Dy \ from a distant point (See page 150 ) 
Opaque Stencil Transfer. is a photographically opaque sheet of negative mat 
rial which eliminates the use of a camera for many kinds of work reproduced 


] 


on an offset duplicator. The image to be reproduced is stencilized into the tough 


fibrous material by a typewriter, or manually with a stylus. The cut stencil be 
comes the medium for transferring the image onto the sensitized offset plate by 
passing arc light through the image apertures which affect the sensitized zinc, 


iluminum, plastic or paper offset plate. 


A stencil nade in an assemblv simila hat 1 for stencil duplicating. A 
A stencil is Made 1n an assemDly simular to that used for stencil Guplicating. An 
é 


smh] ct { y een hlac] lor ncil she nd backing 
assemDly consists OF an Orange, green Or DlaCK COIOI stencil sneet and a Dac ing 


sheet. Typewriter guide lines and nbers are printed on the stencil to facilitate 


typing and copy layout. 


Stencils for linework, drawings or handlettering are prep yn a drawing scope 
with a stylus used for cutting the image into the stencils. he backing sheet is 
led Huloid flexib! late i sed 

either removed or roll € way and a celiuloid nexibie iting plate Is placed 


bid 


between the stencil and the gl: scope. Several types of styli are available 
for different breadth of lin for dash or dotted lines. Lettering guides of vari 
ous styles of type and sizes are used for handlettering. Screened plates are used for 
Drawin; 


1 
} 

’ 

~ : 


shadin; s can be traced on the stencil by placing the original copy under 


y 
1 } 1 r 
the celluloid writing plate in the drawing scope which permits sufficient light t 


penetrate through the original and the stencil for tracing the image. 


1 1 1 7 , 
A special sheet of blue carbon paper is inserted in reverse (carbon side up) be 


tween the stencil and the backing sheet to facilitate prootreading. This carbon sheet 
also acts as a cushion sheet. A lightweight (transparent) sheet of plastic film placed 


' ' 1 ' 
on top ol the stencil permits clear-cut copy and eliminates cutting out interiors o 


+ 


Ictters. Cushion sheet and film sheet can be reused. 
Intensifier film, an acetate sheet of various thicknesses, can be effectively used with 


opaque stencils. The intensifier film is placed between the stencil and the sensitized 
plate during exposure to obtain different degrees of darkness of copy depending 
upon the thickness of the film used. This method is used to emphasize certain words 


or captions throughout the copy. 


The re isa de vice u d ror transferring the agesion of printer s necuts Or stamping 


type to stencils, opaque stencils and direct image plates (the latter requires the use 
’ 1 | : 1 1 1] 
of carbon paper ). [his is an electric vibrating tooi with a small hammer head that 


removes the emulsion coating from the stencil ov lesign, enabling the light 


to penetrate through the image of an opaque offset stencil 
7 
| 


An opaque stencil can be spliced to a photographic negative of a letterhead o1 


bulletinhead so that both appear on the sensitized offset plate This permits run 


1: 1] : 
line iiustra 


ning the complete job in one operation. Photographic negatives of 
tions or halftones of pictures may be stripped into a typewritten stencil 


A development ior incorporating printing type laces in oftset reproduction, with 


out the use of a camera, is C headings and other composition requiring 
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sizeable type by hand from individual negative cellulose letters which are joined to 
gether to construct words and sentences. The joined letters are opaqued at the 
joints between the different letters, and the completed negative composition is spliced 
into the typewritten opaque stencil to make the entire copy (heading and text) on 
a sensitized plate without photography. 

Errors in the stencil can be corrected by rubbing the incorrect copy with a burnisher 
to close the perforations and applying a coating of blockout compound over the area 
to be corrected. Stencils can be changed for revisions by cutting out the incorrect 
portion and inserting or stripping in the revised copy. Opaque stencils, and offset 
plates made from them, can be filed for future use. 

Photographic Transfers. Any image that can be photographed (text: copy, 
line-work, or halftone) will reproduce by this method. Clean-cut, sharp, con 
trasting original makes the best reproduction. The photographic negative becomes 
the medium by which the image of the original is photographically transferred onto 
the offset plate. Light passed through the transparent image affects the sensitized 
offset plate. Presensitized paper, plastic coated, aluminum (one or two sides) and 


zinc plates are available for making photographic or opaque stencil transfers in a 


contact exposure frame having brilliant light. 


Sensitized plates can be made directly from an original translucent tracing o1 
positive drawing without going through the photographic steps. (1) A translucent 
master placed on top of a sensitized paper or metal plate will reproduce a negative 
copy having the image in white and the background in black or any other color of 
ink. (2) A van dyke negative (See Chapter X) can be reproduced from a trans 
lucent master in a contact printer and this negative used as the intermediate for 


I 


Kenro Graphics, Inc. Robertson Photo-Mechanix, Inc 
VERTICAL CAMERAS SAVE SPACE AND ALLOW ENLARGING AND REDUCING COPY 
FOR MASTERS USED IN SEVERAL PROCESSES 
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reproducing a finished positive copy with black image on white background. (3) 
A translucent 


master exposed on top of a presensitized positive paper offset master 
plate will produce a positive copy. 
brilliant light source 


or aluminum Exposure can be made by any 


(See Chapter VIII for further details on photographic and photocopy negatives.) 
The means for preparing the master are unlimited. 
pre} ; 
or the layout may be originated to requirements: 


1. Existing Copy, such as letters, books, advertisements, photographs, drawings, 
maps, forms, magazine or newspaper articles can be reproduced by photographing 
the original. Colors can be picked up, separated or omitted by using color filters 
in camera lens. The reproduction can be the same size as the original or it can be 
enlarged or reduced. Changes can be made on the original by deleting the unde 
sired copy and adding additional copy. 

2. To prepare line 


It can be an existing copy 


drawings and forms, masters should be prepared on a good 
quality white drawing stock. Use 


. 


a light blue colored pencil to draw guide lines 
‘or general | f copy (light blue doe hotograp! hoch 
for general layout of copy (light Diue does not photograph on orthochromatic nega 


tive film). Ruling pen should be used for straight lines with black india ink for all 
linework. 


PHOTO PANEL FOR REPRODUCING HEADLINE COMPOSING MACHINE. 
TYPED LISTS. 


Compositions requiring printer’s type can be set on a relief duplicator or proof 


press and sufhcient number of clean proofs made, cut to requirements with scissors 


and pasted in place with rubber cement. Typewritten com 


and styles can be typed directly on the artwork 
place. 


th 


position in various sizes 
or can be cut out and pasted in 


Use a type specimen chart to select printer’s type sizes and styles. 


A reduced 
photocopy of the type chart (Y% and 4 


reduction) facilitates selecting type which 


108 
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will be reduced in size for final copy. 

When text requires considerable composition, the type should be set by Linotype 
machine outside and proofs used for the layout. Typewritten text should be used 
when practical. The Vari-Typer, a justifying writing machine with curved metal 
segments, permits interchanging typefonts of various styles and sizes. This ma 
chine has attachments for changing the horizontal spacing of type, and automatic 
justification of the right-hand margin. Impression can be made from inked fabric 
ribbon, carbon paper ribbon or acetate carbon ribbon. The IBM Electric Executive 
typewriter, with proportional character spacing available in several type faces, can 
be used for copy layout. Another justifying typewriter is the Justowriter. Stan- 
dard typewriters can be had equipped to use a carbon paper ribbon and some to 
justify the right-hand margin. A carbon ribbon attachment allows any office type- 
writer to feed carbon paper ribbon a full space for each character to produce uni 
formly typed copy for reproduction. 

There are many methods that can be applied for setting up display type for offset 
reproduction. This includes such products as Fototype, Reditype, Typro, Vari 
graph, Filmotype, Headliner, Art-O-Graph, and others. 

When an area of any size requires a solid of ink, it is best to paste a black piece 
of masking paper of the proper size and shape on the copy rather than fill in the 
solid with brush and ink. 

Various shading patterns of dots and lines printed in black (or red) ink or white 
ink on cellulose sheets can be pasted over an area requiring screened shading. The 
black shading is used to darken white areas and the white shading to lighten black 
areas. Unlimited patterns can be worked out by placing one sheet of a pattern 
over another pattern. 

When quality work is required for handlettering, designs or drawings, it 1s ad- 
visable to prepare the original in a larger, convenient working size because imper 
fections will be minimized by photographic reduction. Forms requiring close work 
or paste-up of small type copy can be drawn larger (two to four times as large) 
than the required finished copy to facilitate layout work, and then reduce to proper 
size. 

The finished drawing or art-work must be clean and free of excess rubber cement. 
This original drawing can be easily corrected or revised for reprints by pasting cor- 
rected or revised copy over the incorrect area. Artwork should be filed for future 
revisions. 

Fototype Snopake, a white opaquing solution, is used for correcting typewritten 
copy or artwork and for blocking out unwanted copy of originals to be photographed 
for offset printing. A thin coat of this quick drying solution is painted over the 
copy to be omitted or corrected, enabling immediate retyping without removing 
the sheet from the typewriter. You can also draw or rule directly over this white 
solution. 


Information can be changed in the run of a photographic zinc offset plate to in 
sert variable information at different quantities of runs. Cut an area out of the 


Manual of Office Reproduction 109 











printing blanket and insert rubber stick on strips (reverse relief printing) on th 


drum in the area cut out. Provide a reproducing solid area on the zine plate slightly 
smaller than the cut-out in the blanket to register within that area. ‘The solid area 


; : 
on the zinc plate provides a means for inking the image of the inserted stick-ons. 


Changes of names, dates, numbers and other varying data can be made rapidly at 
| y 1 


any interval of the run by this method without changing offset p 


basic text or form. 


ate containing the 


Only one master is required to print two or more up a pl . otep and repeat 


] f 5 : 
or paste up several photocopies made from thx original. W ) lore negatives 


of the same artwork, or of different artwork, may be attached to make multiple 


copies on the same plate. Iplicate negatives may be produced 1 a contact printer 


by using Auto-positive film wi 1e \ll plates can be preserved for re 


1 
t 


r 1 | | | 
runs. Zinc piates also Cal reg ined ] eu when the image on the piate 1s 


obsolete. 


Multiple Operations on Rotary Duplicators. A tandem Multilith offset dupli 


' 
wor 1S available to reproduce two different colors on ( 1d¢ { COpy paper 
, 


nt both sides of the sheet with one pass through ! s. A numbering 


and signature imprinting attachment on the Multilith will imp py immediately 
after printing. 


The Davidson T wo-at-a-time macnin ioned » | 1 and reproduce or 1m 
] ] ] } 
print constant data on two tabulating cards simultaneou ; t reproduces trom pa 
er , , ’ 
per masters or metal plates by offset process; or pe, electrotypes or rubber 


plates can be used 


+ 


for relief process. Linotype slu nd rtic: yr horizontal 
numbering heads can be 

Both sides of a sheet I pap an prin 1 simult ] s ngle trif 
through a Davidson machin To : nplish th side printing, direct lithog 


; : , 

raphy is obtained from on Diz ‘ l lithography from the other plate that 
transfers the image onto the blanket. A second offset plate segment must be sub 
stituted f n ssion segment. This places two plate segments on the upper 


cylinder. : h imag h: is transtierré d by the dit methoc IS re ersed (murror 
image ) SO lat it Will print positively. To obtain this, the negative ] turned over 
( flopped ) when making the sensitized plat reverse position of the image. The 
image on the offset plate is readable sit i versed when transferred to the 
ylanket and then converted riginal reada ite when printed on the paper. 
Ungrained presensitized off plates ay masters are used for this method. A 


direct image paper master n be used the cylinder for the offset reproduction 


and a paper master mad verse can be used for the direct reproduction. The 


on the back of a master that is backed up with re- 


| 


latter is accomplished 
Lie | , hat the j ae Be ratiue an the { ‘ . . 
producible Carbon paper so that the image 1s negative on the fac¢ master. 
Dry Offset Printing combine s the letter} ress al d oftset methods to utilize the 
chief advantages of each. Instead of printing from a planographic plate on 
which the separation between image and non image areas 1S a omplished chem 


ically by the antipathy ol ink and wate he dry offset utilizes a metal plate carrying a 
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readable image which has been etched in relief to provide the physical image sep 


aration characteristic of letterpress printing. This raised or relief image is inked in 
the normal letterpress manner, inking only that portion of the plate which is to print. 
Unlike letterpress, which prints directly from the relief type or plate to the paper, 
the dry offset plate transfers its inked image to the rubber blanket, which in turn 
offsets this image onto the sheet. Therefore, in the dry offset process, there is the 
letterpress type of inking with an offset type of image transfer. 

Dry offset printing is accomplished on a Davidson rotary duplicator by remov- 
ing the dampening unit and by substituting a dry offset segment (containing the 
relief plate) in place of the standard plate segment. 

Dry offset Embossing on a Davidson rotary duplicator can be used to 
print and emboss a sheet of paper simultaneously. This is accomplished by the use 
of two dry offset plates mounted on dry offset segments. These plates are identical. 
One is used to transfer the inked image to the blanket and the other is used to press 
a sheet of paper against the blanket in the corresponding image areas (thus trans 
ferring the image) and to emboss the sheet simultaneously. 

On the first revolution of the blanket drum, the ink on the raised image of the 
first plate is transferred to the blanket. On the second revolution of the blanket 
drum, a sheet of paper comes between this inked image and the second dry offset 
plate which contains an identical image. The second plate presses dewn on the 
sheet and transfers the image from the blanket to the sheet. At the same time, it 
presses down hard enough to emboss the sheet in the image area by pushing it into 
the soft surface of the blanket. Dry offset embossing requires one dry offset segment 
and one embossing segment to accomplish this type of work. 

Flat Bed Offset Proofpress has not been commonly used in offices due to its 
cost and limited application. However, with the expanding use of offset repro 
duction, variations of this type of machine will be applied in the future to re 
produce short runs of sizes larger than the maximum size of the rotary offset du 
plicating machines. 

The principle of this offset process is the same as previously explained, but the 
operation of the press is different. The offset plate is placed flat on the bed of the 
press. The repellent or water is spread over the plate with sponge or cheesecloth 
and the ink is rolled on with a brayer. A hand operated cylinder is rolled over the 
plate and the inked image is transferred to the rubber blanket which covers the 
cylinder. The paper to be printed is spotted at another location on the flat bed to 
register with the plate. The image offsets onto the paper as the cylinder passes 
over the paper. 
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HERE ARE FOUR basic methods of reproduction by projection photography: 
photographs, photocopy, microfilm, and photograph enlargements or reduc 
tions from negatives. Each requires a special type of equipment. 

Photographs. There are four sensitized materials used tor making photograph 


} 


> , 
negatives in a commercial camera: ( 1) paper; (2) combination paper ind cellulose; 


| ] 


(3) acetate film: (4) glass. The first two are generally used for linework only, 


and the latter two can be used for line, halftone or continuous tone 
Linework is the most common application in the office. Negatives are used for 
making photographs, offset plates or wet contact prints. (Positive blueprints or 
hia | er 
van dyke prints, having white background, can be reproduced economically from 


negatives.) Halftone negatives can be made from photographs by using a screen in 


box. Continuous tone photographs (a graduated tone of black, gray, and 


the camera 
white), such as the glossy print of snapshot, require a different type negative and 
printing paper. 

The negative or finished copy can be reproduced the same size as originals, or 
they can be enlarged or reduced. This can be accomplished at the time of making 
the negative in the camera, or the copy can be enlarged from a small negative by 
using a photographic enlarger. 

Color separation can be done by using color filters on the camera lens. Some 
colors can be dropped out or picked up by using certain types of negatives. For in- 
stance, orthochromatic film drops out blue and picks up red; panchromatic film 
drops out red and picks up blue. Film is also available to make a positive (image 
opaque and background transparent) in the camera, rather than the negative (image 
transparent and background opaque). A film positive also can be made from a film 
negative by placing the negative copy on the same kind of film in a contact box and 
exposing it to the light. These positives can be used as intermediates for reproduc- 
ing whiteprint contact prints. 

Duplicate negatives can be made from a negative or duplicate positives can be 
made from a positive by exposing either with Kodagraph Autopositive film, paper 
or cloth in a contact printer. Remington Rand Portalith photographic paper can 


be used to make reverse negatives from translucent originals or to make reflex nega 


tives from two-sided originals. A cellulose negative can be transformed into a posi 


+ 


tive by use of Kodalith reversal processing formula EB-2 as an etch bath. 
Imperfections or dust spots can be opaqued out on the negative. Changes or cor- 
rections can be made by retouching. Fine lines can be added to the negative by 
etching in with an etching needle on the emulsion side of the negative. 
Film or paper negatives can be used in the artwork for reverse printing (dark 


background) when preparing masters for offset process. The negative copy is pasted 
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on the layout to produce a white image on solid background on the finished copy. 

Projected Photocopy. Readable photocopy negative prints are produced di 
rectly from an original with a camera having a prism lens or surtace mirror. 
(An ordinary camera lens makes a negative in reverse, or mirror image. The pur 


pose of the prism and surface mirror is to reverse the image so that the first copy is 


readable). If a positive copy is desired (black image with white background) it 
is normally necessary to rephotocopy the first, or negative copy. The Dexigraph 
photocopy camera will produce a readable positive copy from a positive original. 

Positive copy paper is available to make a positive print without going through 
intermediate stage of making a negative first then rephotocopying the negative to 
produce a positive. Copy papers can be cut sheets or continuous rolls. The sensitized 
sheets permit making photocopies on one side or both sides of the sheet. 

Projected photocopy prints can be made the same size as original, or they can 
be reduced or enlarged in size. Usually this process is used to make one or a few 
copies of an existing original. Photocopy equipment is also designed to reproduce 
duplicate copies on card or sheet of existing individual cards of a record system or 
for preparing statements from an existing accounts receivable ledger card. 

An adapter can be placed on a photocopy camera to transfer the image of an 
original directly to a V-Kote paper master that can be used to produce copies on an 
offset duplicator. This application is ideal for photocopying the margins of visible 
file lists to produce intra-plant telephone directories, parts lists and price lists. The 
margins of other visible filing systems can also be reproduced on single copies or 
translucent masters to show color signaling facts and graphic statistics. Film photo 
copy negatives can be used to make sensitized offset plates. 

Enlarged positive prints or translucent intermediates for contact printing can be 
made from microfilm negatives by attaching an automatic film projector to a photo 
copy camera. 

Microfilm, ordinarily considered a filing system, has expanded into the field 
of reproduction. Miniature negative films of various reductions (from 17 to 1, to 
42 to 1) are made in 8, 16, 35 and 70 mm. rolls. Microfilm is used: (1) to make 
miniatures of existing records or engineering drawings so that the original can be 
destroyed to conserve space; (2) to make a negative copy of a record as it is removed 
from a file on loan to other departments so that a reproduction of the original can 
be created if the original is lost; (3) to make a duplicate set of important records, 
documents or drawings which can be filed in another location for safekeeping as 
a protection against being accidentally destroyed; (4) to make a negative copy of an 
engineering drawing so that copies of the original can be made in reduced size; (5) 
to make miniatures of newspapers, books or periodicals for reference or to reduce 
filing space; (6) to eliminate manual transcriptions; and (7) to make reproducing 
masters from the miniatures. 

The film roll, after development, can be placed in a reader-projector which en- 
larges the image on a ground glass so that any copy can be readily located and read. 
Most readers can produce a paper enlargement by various methods of placing photo- 
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graphic paper in the line of projection for exposure. Enlarged copies may be pro 
duced on a photocopy camera. The microfilm image also may be enlarged on a 
photocopy camera Or a xerography camera to make reproducing papel oftset o1 
translucent masters. 

Microfilm equipment has advanced considerably the past few years. Machine 
speeds have been increased and automatic feeders have been added to increase pro 
ductivity. Portable microfilm cameras are available to provide inexpensive service 
for small businesses. Machines will microfilm pages of bound books of any thick 
ness and cameras will reduce large originals 36” x 48” down to miniatures. The 
microfilm principle is also being applied to photography to obtain pictures of cus 
tomers for check identification and pictures of employees for personnel records. 

Both sides of a record (usually checks) can be reproduced with one feeding of 
the copy into the machine. The copy is automatically turned over in some machines; 
others permit reproducing both sides simultaneously by the use of mirrors. Inter 
changeable printing heads can be installed on microfilm camera equipment to en 
dorse or cancel checks and to imprint other materials on documents at the same 
time they are being microfilmed. The day, month or batch number can be changed 
by the operator without removing the endorsing head. 

The number of records on a roll depends upon the size of original, size of negative 
and amount of reduction. Each indexed roll is placed in an indexed box and filed 
The complete record is filed in an area of approximately 1/100 the space required 
for the originals. 

There are three main types of Filmsort unitized filing media: (card, acetate 
jacket, and aperture. Cards are furnished in various sizes with one or more film 
chambers. Film strips are inserted into these chambers or sealed permanently into 


Filmsort Div., Dexter Folder Co. 


THE LARGEST AND SMALLEST READERS 
OF FILMSORT MICROFILM RECORDS. 





Manual of Office Reproduction 





the card by acetate lamination. Acetate jackets are also furnished in various sizes 
and with varying numbers of chambers. Film strips or frames are inserted into 
acetate jackets from top or side. The aperture is a die-cut opening in an index 
ard, tabulating card or edge punched card which is designed to accommodate usu 
ally a single frame. Film is cut to exact size and mounted in the cards by pressure 
against an adhesive surface. 

The individual 70 mm. negatives of large engineering drawings or newspapers 
are usually cut from the roll and each negative placed in a 5” x 3” envelope which is 
filed in a vertical card file so that it may be located readily and placed in a pro 
jector to enlarge for viewing; or an enlarged projected print can be made on trans 
lucent paper to recreate an original which may be used as the intermediate for mak 
ing additional copies by a contact print process. 

Microcards are normally 3” x 5” cards on photographic paper bearing from 40 to 
60 or more pages of microcopy and having a heading in full size type for rapid 


filing and retrieval. A reading machine magnifies the images to original size or 


1 
larger on the screen for reading. Microcards are inexpensive and practical in runs 


of 5 to 500 copies. They provide at least a 95°/ space saving, are suited for the 
storage of reference material, and may be indexed in any desired manner. They 
ire used for the reproduction of laboratory manuals for intra-plant use, replacement 
of back issues of technical periodicals in company libraries, reproduction and 
dissemination of test data or specifications, duplication of basic technical library 
for use in separated divisions of a company. Users requiring only single or a 


minimum number of copies can us¢ Microtape. 


General Public Utilities Corporation 
Annual Keport, 1955 Card 1 (of 2) 
a ada 


Microcard Corp 
A MICROCARD 
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Photographic Enlargements or Reductions from Negatives. Enlarged positive 
prints (paper, card or transparency) can be made trom microfilm negatives, or 
from other small film or paper negatives, by using projection negatives, OF 
from other small film or paper negatives, by using projection papers in a verti- 
cal or horizontal photographic enlarger. The enlarger permits expansion of the 
proportionate size of the negative to the positive print. The image appearing 
in the negative is projected through a lens, and the print size is determined by the 
relation between the distance from lens to negative, and the distance from lens to 
print. Reduced-size prints (reduction) also can be made with most enlargers. An 
automatic film projector can be attached to a photocopy camera to make enlarged 
positive print offset masters from microfilm negatives. Enlarged or reduced size 
positive prints made on translucent paper can be used as intermediates for reproduc 


ing additional copies by whiteprint contact process (see Chapter X ) 


savelmaalit Corp. 

/ PAPER SHREDDERS CAN MAKE PACKING 

Industrial Shredder & Cutter Co. MATERIAL OUT OF RECORDS WHICH 
HAVE BEEN MICROFILMED. 
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CONTACT PHOTOCOPY differs from a photograph and projected photo- 


copy insofar as a camera is not required to reproduce the copy and the work 


does not require a darkroom. Facsimiles, the same size as the original, are 


made by placing the original and the sensitized medium together (in contact) and 
exposing them to bright light in a printer to reproduce a negative. The negative 
is then developed and placed in contact with the copy paper to produce a positive 
readable copy. 

Contact photocopies can be made of anything printed, drawn, written, or type- 
written in any color of ink, pencil or crayon including purple hectograph copy. 
Originals may be on white or colored paper, with copy on one or both sides of the 
sheet. 

Information can be omitted, added or changed on the original before making 
copies. Blank paper can be placed over the area to be omitted or the original sheet 
can be folded under to delete certain areas. Unwanted columns in the center of the 
sheet can be folded under (double fold) to reduce the size and to omit columner 
data. Data may be added directly to the original or placed on an overlay to change 
or add information. Extensions also may be added to make a larger sheet for addi- 
tional information. 

There are four basic methods tor producing contact photocopies: flat bed con 
tact printer, single tranfer photocopier, multiple transfer photocopier, and heat de 
veloping photocopier. 

Flat Bed Contact Printer. Contact printing is the process of making photo- 
copies by directing controlled light at sensitized photographic paper held in 
contact with an original document placed in the flat bed printer for exposure. The 
photographic paper is coated with an emulsion consisting of a gelatin solution and 
silver salts which are sensitive to the action of light. Dark images on the original, 
such as lines and printed matter, absorb the light and thus prevent it from reaching 
corresponding areas on the emulsion. Wherever light strikes it the'emulsion un- 
dergoes a change, but the change is latent and does not become visible until the 
sensitized paper is immersed in developing solution. 

The resulting photocopy is a negative. Readable negatives, made directly from 
translucent originals (copy on one side only), are frequently used instead of positive 
photocopies. Reverse negatives made from translucent original, or reflex negatives 
made from opaque originals or originals printed on both sides, are mirror image 
negatives that require rephotocopying to obtain a readable positive that appears the 
same as the original. Sensitized copy paper is available permitting prints to be 
made on one side only or on both sides of the sheet. This being a wet process, both 
negative and positive photocopies must be developed, fixed, washed and dried before 
they are usable. 
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Readable and mirror image photocopy negatives (paper or cellulose) may be used 


to prepare sensitized offset plates or used as masters to produce positive blueprints. 

Photocopy positives may be transpare ntized and used as masters to produce positive 
| 

copies by the diazo whiteprint process. 


Flat bed contact printers are available in a variety of sizes to produc facsimile 


,? , 


. 1 ’? > , sr er 
copies from 814” x 11" up to 56” x 88" in either cut sheets or continuous rolls. The 


machine is effective in copying originals on stiff board or heavy stock that cannot 
be handled on a rotary printer. Some printers have a floating lid that permits copy 
ing from magazines and thick bound books. 

Reproducing copies from an original image on one side only. When the printed 
or written image appears on one side, on paper, cloth or film that is reasonably trans 
lucent or transparent, exposure 1s made by transmitting light through the original. 
By placing the original to be copied on copy glass face down, and placing the sensi 
tized medium on top with the emulsion side down, the resulting print is a read 


] ] } ‘ 
able or true image negative print. (If the original is placed on the glass face up, 


the resulting print would be a reverse negative having a mirror image. ) 
f } oi : ) , 
Reproducing copies from an original with image on both sides, or from an opaque 
. ? 7 1 1 ’ 4 . 
original. Originals with printed or written copy on both sides, and opaque originals 


“a , , 1 ’ , , { . 
on pape r. cardboard, wood. metal or fabric, can be reproduced DY re lection. By placing 


the sensitized medium on the glass, emulsion side up, and placing the original on 
top with the image side to be re¢ | roduced Tace down on Ss nsitized mediur le the r¢ 


sulting print is an unreadable or mirror image negative. 
In reflex printing from a two-sided original, it is practical to place the two nega 


tives (face and back of original) on one sheet and have both together on subsequent 


prints by following this procedure. Use a double size sheet of sensitized contact 


paper (11” x 17” for an original 814” x 11”), fold in half with the emulsion side 


in, and place the original inside the fold. This places the original in proper position 
: proper f 


= I ] * wy Kk er 
Photostat Corp Remington Rand Div., Sperry Rand Corp. 


At Left: A PHOTOCOPIER THAT REDUCES AND ENLARGES. At Right: A PORTABLE 
BOOK PHOTOCOPIER. 
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Photocopy Machines 


uipment 


-hotorapid of America, In 


Cormac Industries, In Photo Products C« 
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for exposing one side and then the other. The unfolded processed sheet results in 
having both sides of the original side by side. The combined print made from this 
double negative can be folded with the image on the outside to have it in its original 
state. (If the original is not completely opaque, insert a black paper between the 
original and the sensitized side farthest from the light to prevent a double image. ) 

Reproducing positives from negatives. A readable (true image) positive (black 
lines on white background) can be produced from either of the above intermediate 
negative prints. (Filter plate is removed when making positives. ) 

Reproducing Direct Positive Copies in a Contact Printer. Positive prints can be 
made directly in a contact printer having brighter lights than usual, thereby elimi 
nating the negative step. This can be accomplished by the following two meth 
ods: 

Sensitized direct positive copy paper exposed with a translucent original will pro- 
duce a readable positive. 

Sensitized direct positive copy paper exposed with an opaque or two sided original 
(reflexed) will produce a reverse positive (mirror image). 

Either of the above positive prints can be used as an intermediate master for re 
producing additional copies by the diazo whiteprint process. They can be trans 
parentized to obtain better prints when used as translucent master. The reverse 
image copy must be placed upside down when used as a whiteprint intermediate. 
Data may be inserted on the back of the reverse image copy to add variable informa- 
tion. A lighted drawing scope facilitates the insertion of data on the back of the 
reverse image copy. The reverse image on the face and the added data on the back 
will both appear on the finished whiteprint copy since this medium of reproduction 
requires light to go through the translucent master. 

Single Transfer Photocopier. This process is used for making one or a few 
facsimile photocopies of letters, reports, documents, drawings and newspaper clip 
pings. Two operating units are required to transfer and produce this type of 
contact photocopy: (1) exposer and (2) processor. The exposure equipment 
may be either a motorized rotary printer or a flat bed contact printer. Both the di- 
rect and reflex methods can be used. The processing equipment is used for de- 
veloping and ejecting the finished prints. Duplex machines provide for both opera 
tions, exposing and processing in the same unit. 

The original to be copied is placed face-to-face with the sensitized negative paper, 
inserted in the rotary printer and exposed to light. (Pages in books may be copied 
when a flat bed contact printer is used.) After exposure has been made, the nega- 
tive containing a reverse reading latent image is removed from the original. The 
negative sheet is then placed face to face with the unsensitized copy paper and both 
sheets are inserted in the processor unit, each sheet in an individual slot provided for 


this purpose. The sheets progress through a developing solution, engage in a set of 


rollers where they are pressed together in firm contact, and are then ejected as damp 
prints. During this period the unexposed silver (which comprises the image on the 
original) is transferred from the sensitized negative sheet to the non-sensitive positive 
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sheet. The transfer being completed, the two sheets are peeled apart. The copy is a 
positive facsimile in black on white or with varying tones of gray. The reverse image 
negative is usually discarded after making one copy, but there is a multicopy negative 
paper that can be used for making up to four positive copies. 

This procéss uses coated negative paper that is sensitive to fluorescent light, there- 
fore, the work should be processed in subdued light. If the equipment must be 
operated directly under fluorescent 100m fixtures, substitute gold fluorescent lamps 
in the fixtures or a shield on the photocopier. 

The coated positive copy paper is not sensitive to light, therefore it can be pre 
printed on either side to provide headings or to add or block out information. Posi 
tive prints can be produced on single side or duplex paper, cardstock, translucent 
paper, airmail stock, or in five colors of bond (buff, pink, green, yellow, blue) in 
addition to white. 

Translucent copy paper can be used to make facsimile masters for diazo white 
print processes. Bright-Light photocopy negatives can be exposed with special sensi 


tized offset masters to produce additional copies on offset duplicators. 


seston 


Duophoto Corp = , Eastman Kodak Co. 
DUOPHOTO PHOTOCOPIER. VERIFAX PHOTOCOPIER. 


Multiple Transfer Photocopiers. There are two different processes that per- 
mit making multiple facsimile photocopies from a single reflexed negative. They 
are (1) Polychrome graphic transfer process (2) Electrical dry transfer process. 

Polychrome Graphic Transfer Process (Verifax and Instant Copier). This type 
of contact printer will make letter size and legal size copies from almost any kind 


of an original. The originals may be drawn, typed or printed on any color of paper, 
using any contrasting color of ink including purple hectograph copy or pencil. 

The two operating units consisting of exposure and developer sections are com- 
bined in the single printer. The light sensitive matrix is placed face up on the flat 
glass at top of printer and the original to be copied is placed face down on top of 
the matrix. The cover is lowered to compress them and the timer is set for the 
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light exposure. The reflex matrix is inserted immediately in the activator solution 
located in the base of the printer where it remains for 20 seconds. The print paper 
is directly above the activator to facilitate pulling the blank print paper and the de 
veloped matrix from the printer together and between pressure rollers which press 
both sheets together. The print paper is stripped immediately from the matrix and 
becomes the finished copy. The matrix is reinserted in the activator and the oper- 
ation repeated to make each additional copy. The matrix is then discarded. The 
quality of copies and the number of copies (normally 5 or 6 maximum) depend up 
on the rapidity with which they are made. Two other operating conditions affect 
the quality of copy. The exposure time controlled by the operator and the correct 
temperature of the activator. A heating element located in the base of th printer 
keeps the activator at proper operating temperature. Variations in exposure com 
pensate for different types of originals such as colored papers and colored inks. 

The sensitized matrix and copy paper are housed in the printer. The matrix 
sheets are located in a compartment that serves as a dark box. The entire process 
can be handled under normal lighting. 

The copy paper is not affected by light, therefore it can be pre-printed for systems 
work and handled the same as any bond paper. The photocopy can be made on 
both sides of the copy paper. Translucent copy paper can be used to make fac 
simile masters for the diazo whiteprint process. The gelatin facsimile image on the 


matrix can be transferred to a V-Kote direct image offset plate. Following a brief 


] 
l« 
ent with special etch solution. the 1 be placed n offset duplic 
treatment with special etch soiution, the master can be placed on an O set duplicator 


for running several hundred copies. 

Multiple photocopies also can be made on several photocopy machines. The 
direct method is used for one-sided originals, and the reflex method is used for opaque 
originals or those with copy on two sides. By following exposure directions and 
working in a subdued light, up to five copies can be made from one negative. 

Electrical Dry Transfer Process (Xerography). The Xero X Processor D used 
with standard equipment can produce up to eight letter size copies (including a 
translucent master) transferred from one xerographic reflexed or photographic 


image. (Refer to Chapter XI for details of this process. ) 





Minnesota Mining & Mfg 


THERMO-FAX COPIER XEROX COPIER. 
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Electric Infrared Copying Machine. Thermo-Fax is a contact copying process 
that uses infrared rays for developing. The originals to be copied can be written, 
drawn, typed or printed, on opaque or translucent stock, either white or colored, 
having copy on one or both sides. 

The special copy paper used in this process has a pastel color coating on the 
face. The standard coating is buff, but other colors are available for color classifica 
tion. These sheets are not sensitive to ordinary light, therefore can be handled as 
regular paper. Copies are made the same size as the original in as little as four 
seconds. The exposure and developing are accomplished in the same operation. The 
copy paper, coated side up, is placed on top of the original for processing. The 
infrared light source sends rays through the copy paper to the original and the 
black image on the surface of the original converts the infrared rays into heat 
This heat acts on the coating of the copy sheet to reproduce a readable positive on 
the coated side of the copy paper. The pastel color of the coating remains on th« 
face of the copy. 

Thermo-Fax copying machines are available in desk-top and console models. A 
flat-bed model will copy from books or magazines without removing pages from 


the binding. A silk screen folder is used to run irregular originals in the continuous 


machine. 


om 


HESE CONTACT PRINTING processes require translucent or transparent 

masters to reproduce facsimile copies. Copies the same size as the master are 

made by placing the master (translucent sheet or transparent film) on top of 
the sensitized copy paper and exposing them while in contact to ultra-violet light 
in a continuous printer. The exposed light sensitive copy paper is then developed by 
one of the various processes to produce the finished copy. Equipment is available 
to make prints up to 54” wide and of any length. 

The image can be written, drawn, typed or printed on translucent paper, vellum, 
card or cloth with pencil, ink, inked or carbon ribbon or printing ink. Positive 
photographic film, projected photocopy and contact photocopy can be used as a 
master. Translucent masters prepared by various facsimile transfer and transmis 
sion methods also can be used with these processes. Best results are obtained when 
the image is dense and completely opaque on a good translucent or transparent sheet 
\ transparentizing solution can be applied to some papers to make them more trans 
lucent. Typewritten or drawn copy can be backed up with carbon paper in reverse 
on the back of the master to improve opacity of the image. Special orange, yellow 
and green carbon paper is available for backing up masters. 

In general, there are two basic contact printing processes: darkprint (a negative 
copy is produced from a positive master), and whiteprint (a positive copy is pro- 
luced from a positive master). 
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Darkprint Processes. (The word “darkprint” has been coined to establish a 
descriptive term covering the contact printing processes that require wet develop- 
ing and produce a negative from a positive.) These processes are primarily 
used to make prints of engineering and architectural drawings but have some appli 
cations for office re produc tion. 

After exposing the sensitized paper in contact with the translucent master, the 
copy must be developed, washed and dried. A negative print (dark background ) 
is reproduced from a positive master or a positive print (white background) is repro- 
duced from a negative intermediate. Photographic or photocopy negatives can be 


llowing two darkprint processes. 


used to make readable positive prints by the fo 

Blueprint (negative is white image on blue background; positive is blue image 
on white background). Blueprint equipment is available to produce copies on con 
tinuous rolls or cut sheets. Machines using continuous rolls complete the entire 
process: expose to arc light, develop with potash, wash with water, and dry the 
print with heat. These operations are handled individually when cut sheets are 
processed. 

Van Dyke Print (negative is white image on brown background; positive is 
brown image on white background). Very much the same as a blueprint; equip- 
ment and process is the same except that van dyke paper is developed with hypo 
and the resulting print is a dark brown background with white image rather than 
blue and white. 

Van dyke positives made from photographic negatives are ideal for duplicating 
linework to be used as artwork for offset duplicating. The lines, figures and char- 
acters are sharp dark brown on white background which provides perfect contrast 
for rephotographing. Van dykes are used for this purpose when there is a repe- 
tition of the same image or when cnly a portion of an image is changed on several 
copies. In either case the original drawing of a form is made only once, photo- 
graphed, and the required number of positive van dykes are reproduced from the 
film negative. On small sized copy where two or more copies are to be printed on 


the same offset pl 


ate, van dykes are pasted in proper position for rephotographing 
all at once. When the same copy is to be changed slightly for several copies (such 
as changing the part headings or revising a local area on different parts of a set 
of forms) individual van dyke copies can be used to make the changes thereby sav- 
ing time in making the complete artwork for each copy. For example: All the 
various copies of a combined order-invoice set can be made from one original art- 
work. The change is made on each van dyke print for every copy required in the set. 
Van dyke positive prints are also practical for pasting in repetitive art titles such as 


the firm name, address and trademarks. This method also provides a means of 


incorporating facsimile signatures in letters and bulletins for reproduction on offset 


duplicators. 


Whiteprint Processes. The applications of whiteprint (diazo) processes h is in 


creased considerably with the development of the smaller office continuous printers. 


The id ] ] hb] f 1 | ( i lette 
[hey provide a simple and accessible means for repros ucing copies of letters, 
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reports and other documents. These machines are providing new applications 
in systems work and afford many additional office applications over the dark 
print processes. 

The whiteprint processes produce positive prints directly from translucent or trans- 
parent masters, or from original tracings. The image appears only on one side 
of the master because the process requires light to pass through the master. A nega- 
tive intermediate print (reversing of black and white values) is eliminated. Posi- 
tive is made directly from the original, reproducing a black or colored image on 
white or tinted papers. Anything typed, printed, written or drawn with type- 
writer, printer’s ink, pencil or writing ink on translucent material (paper, card or 
cloth) or transparent film can be reproduced with whiteprint equipment and ma- 
terials. Translucent master sheets are also available in three pastel tints (pink, blue 
and green) for color classification of originals. 

The quality of the image on the translucent master is the foundation for obtain- 


ing practical results in contact printing. Recopying and rechecking is eliminated 


by all of the contact printing processes. 

Typed or drawn masters may be corrected by erasing. An area appearing on 
the translucent master can be deleted by cutting out (removing the unwanted area) 
or by blockout (using opaque paper to block out the unwanted area). Cutouts may 
be replaced with revised or different copy and held in place with transparent Scotch 
Mending Tape No. 810. Short or narrow size sensitized copy paper (smaller than 
the master) can be used to omit information on copies. Correction fluid can be 
applied to whiteprint copies or whiteprint intermediates to remove the image in 
any area. 

Information appearing in light blue (non-reproducing color) on the translucent 
master will be deleted on the finished copy. Light blue pencil can be used for layout 
of a form or other work when designing and does not have to be erased. Light 
blue imprinting may be printed by letterpress or duplicator, written with typewriter 
or other office machines, inserted longhand with colored pencil or ink, or inserted 
with rubber stamp using light blue ink. This information may be instructions or 
confidential data not desired on the reproduced copy, and it may appear at any 
location on the master. Both sides of a translucent master record can be used by 
having the reproducible opaque copy of form image on one side and the reverse 
side printed and written with non-reproducible blue ink image. 

Graphs, grids and cross-section papers are available with the printed lines in 
light blue non-reproducing ink to serve as guide lines for making the drawing, 
sketch or chart. The light blue guide lines do not appear on the finished print. 
A blank translucent sheet placed on top of printed cross-section paper also provides a 
means for making charts and graphs without the printed grids. 

Complex originals can be revised, or certain portions of an original deleted, by 
making the intermediate print on sensitized non-reproducible translucent blue line 
paper. The wanted portion is traced with pencil or black ink and the remainder 
is left non-reproducible. 
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Two masters may be joined together with transparent adhesive type to form an 
auxiliary or composite report. One master may contain permanent data and the 
other temporary data, or the attached master may be a printed blank for inserting 
auxiliary information. The image of a translucent master can be reproduced at one 
side of a larger sheet (finished print or intermediate) to provide additional record 


ing or charting space on the copy. 


Many short-cuts can be accomplished with the whiteprint process. Longhand 


workpapers prepared on a printed translucent master can be used to produce copies 
quickly and eliminate the need for typing or checking. A translucent sheet con 
taining the printed record form may be filled in by longhand (pencil or ink), or 
with any office writing or recording machine (typewriter, teletypewriter, account- 
ing machine, bookkeeping machine, or tabulating printer) to provide masters for 
reproducing copies of the completed records. The single master of a report can 
be signed by an executive, saving him the time of signing all copies. A translu 
cent ledger sheet or card can be used as a master to prepare statements as required 
Data may be added to the master at any time to bring reports up to date. Monthly 
or current statistics can be added to a previous record (horizontal lines, vertical 
columns or graphs) on a translucent master to obtain progressive or successive re 
ports without copying the previous report. Masters may be filed in any size vertical 
file for reruns. 

Translucent columnar sheets of standard sizes with various numbers of columns 
are stock items for preparing copies of longhand reports. Grids printed in red or 
green reproducible ink on translucent paper provide a practical means for making 
charts and graphs. 

Translucent sheets printed with horizontal lines only (4” spacing), with a space 
at top for the title and columnar headings, provide a utility sheet for drawing master 
forms for reports. Merely draw the vertical columnar lines and insert the head- 
ings (handlettered or typed) and you have a complete master form ready to repro- 
duce a supply of copies. 

Since it is impossible to show credit figures in red by this process, such credit 
figures may be indicated by these four methods: (1) asterisk at the left or right of 
the figure, (2) figure in parentheses, (3) underscored figure, or (4) a bold vertical 


mark at right of figure. 

A large percentage of incoming letters, orders or other mail can be used as masters 
to make legible positive facsimiles. Letterheads and second sheets printed on trans 
lucent paper provide a means for making additional copies of outgoing correspond 
ence or branch mail without rewriting. 

A quantity of form letters or bulletins (printed letterhead o1 bulletinhead with 
typed text and signature) can be reproduced economically by the whiteprint proc 
ess. Photographs can be inserted in bulletins or posters by using a positive picture 
(halftone or continuous tonc ) insert d in the text. 

The unexposed sensitized paper can be preprinted on front and back by letter- 


press or duplicator. This can be a letterhead, bulletinhead, form, chart, graph, draw- 
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ing or any design printed in any color so that a contrast is made when processed 


The unexposed copy paper can be printed to add an auxiliary record portion to the 
finished print. 

Translucent paper masters may be printed by letterpress, relief duplicator, offset 
or stencil duplicator. It is advisable to print a form in reverse (turn photo-negative 
upside down when making offset plate) on the back of the translucent sheet to read 
through when inserting the fill-in. Printing will not be erased when correcting 
errors. 

Print a translucent sheet as the last copy in a run on an offset duplicator to 
have a master available should a few additional copies be required at a later date. 
Round-cornering of translucent systems masters facilitates running them through 
whiteprint machines and keeps them from becoming dog-eared. 

As an alternate to printing, a blank form design may be drawn on translucent 
paper and brown line intermediate duplicate masters made from it to be used when 
only a small number of masters are required. The drawn intermediate duplicates 
eliminate the printing cost. 

Positive photocopies made on direct positive paper or direct positive film in a flat 
bed contact printer can be used as masters. These positives are made by reflex, there 
fore must be turned upside down when making whiteprints. 

A quantity of translucent or transparent intermediates (paper, cloth or film dupli 
cate masters of the original) can be made from the original and used as masters 
for reprints. These intermediate brown line masters, made from a translucent 
master on the whiteprint printer, contain the constant or repetitive copy. The record 
or variable data is added for making the final copies. 

Intermediate masters may also be made on a matte foil positive film having a 
rough surface that can be written or typed upon. All or any portion of the written 
or variable information can be deleted by washing off with a damp cloth or erased 
with a rubber eraser after the desired quantity of copies are made. This permits 
reusing the foil intermediate many times, reproducing the variable or succession in- 
formation along with the constant data and printed form. 

Translucent masters can also be made by xerography, projected photocopy, con 
tact photocopy (single or multiple transfer methods) and by some of the transmis 
sion tacsimile methods. A photographic positive can be made in a contact printer 
by exposing negative film with the photo negative. Artwork prepared in white 
on black paper will appear as a positive when photographed. 

Several masters can be prepared in one typing by using orange/black carbon paper 
interleaved. The orange coated side backs up the master and the black coated side 
prepares the face of the carbon master. A master and a carbon paper copy also 
can be made this way. 

A Replimat translucent two-purpose paper master can be used for reproducing 
whiteprint copies and for printing copies on offset duplicators. Recorded data can 
be filled in on the printed form master for reproducing whiteprint; then at any later 
time additional data may be added or changed for running final copies on an offset 
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duplicator. A positive sensitized paper or aluminum offset plate can be ¢ xposed with 
a translucent master ina whiteprint printer to prepare masters for offset. 

A single transparent master may be used to reproduce all record copies in a set, 
thereby eliminating rewriting and proofreading. For example: a translucent order 
form originated by the salesman can be used to reproduce all order copies and in 
voice copies. The left side of the original is reserved for confidential or credit in 
formation and internal records which are deleted on the customer’s invoice by using 
narrower sensitized paper for those copies. 

Unit or continuous forms sets may contain one or more translucent sheets to be 
used for reproducing additional copies of the record. These masters can be used 
when the quantity of copies required exceeds the maximum number of legible car 
bon copies that can be produced on a typewriter, office machine or autographic reg 
ister; or when additional copies are required to be reproduced later, or at another 
location. A systems application for this is to have the receiving department copv 
of a purchase order set printed on translucent paper. As material is received, re 


ceipts are added to this master to reproduce the receiving report copies. The method 


provides for handling a number of backorders from the same maste! 
Composite prints of reports, charts or diagrams can be made from several posi- 


tive film prints by registering the various films on top of each other and exposing 
them together on a sensitized whiteprint medium. Positive photographic film can 
be used as an overlay to a master to blockout information or to superimpose data 
with the master and make a composite print. 

When multiple copies are required of microfilm or other small negatives, a positive 
enlarged translucent photographic master can be made. Small negatives can be en 
larged on positive intermediates by using a photographic enlarger or with an auto 
matic microfilm projector attached to a photocopy camera. 

Since the background of whiteprints is white or tinted (green, pink, yellow and 
blue), added written notations or revisions are legible. In addition to the five colors 
of tinted paper, it is possible to obtain four colors of lines (black, blue, brown and 
red) which provide a number of color key classifications for systems work by com- 
bining the white and tinted papers and the colored lines. 

Colored areas can be added manually to the basic image of the whiteprint with 
colored pencil, crayon, ink or watercolors directly to the finished print. Colored 
pencils, crayons and paints can be used to tint lettering and illustrations to make 
large attractive posters inexpensively. 

Template sensitizer and developer can be applied to a wide variety of materials, 
such as cloth, aluminum and steel, to make accurate templates from translucent 
originals. A positive template is made by spraying sensitizer solution on_ plate, 
placing plate in contact with translucent original, exposing them to intense light 
and applying developer. A vacuum frame can be used to expose to ultra-violet 
light if the material cannot be processed through a continuous printer. Ferrous 
plates should be primed with an acrylic plastic under-coating, such as Krylon, befor: 
applying sensitizing solution. Image may be removed and plate re-used. 
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Continuous tone pictures on film positive or reversals will reproduce continuous 
or full tone copies. This affords a fast and inexpensive means for reproducing 
photographs. 

Sensitized glass cloth is available for producing prints requiring extremely high 
dimensional stability. 

Refer to the Master Preparation Chart (page 137) for a summary of the various 
methods used in preparing translucent masters. 

There are three different processes applicable for producing whiteprints: ammonia 
developing process, liquid developing process, and heat developing process. 


Ammonia Developing Process (Ozalid, Pease, Peck & Harvey, Rotolite). This 
whiteprint (diazo) process develops the image on the sensitized copy mediums with 
heated ammonia water vapor to produce dry, ready to use, flat prints. Most 
of the materials and applications previously described can be applied with this type 
of continuous whiteprint printer. In addition, there are other applications that can 
be applied with ammonia vapor as the developing agent. 

Black line, gummed back copy paper is available for reproducing labels. Self- 
adhesive sensitized copy paper is also available. The back is peeled off after the 
copy is reproduced and will adhere to objects without moistening 

Positive prints can be made from negatives, or negative prints can be made from 
positive masters. These reversals can be made on paper or foil and become excel- 
lent intermediates for running additional whiteprints. These reversal products devi 
ate from the regular processing in that they must be water-rinsed to fix the image 
permanently. 

A special coating on clear transparent foil provides a method for making copies 
for overhead or wall projection used in visual aid applications. Materials are obtain- 
able in five colors (red, blue, green, yellow and black) so that assemblies can be 
broken down in component parts by color. Graphs, charts, drawings and other 
illustrations can also be color coded. This provides a quick and economical means 
for preparing training aids. 

Sepia foil prints or floorplans, containing layout templates applied with 3M 
double faced tape, combine to give a practical method for preparing copies of office 
and plant layouts. The templates may be relocated as conditions change, and pencil 


notes may be added or deleted as required. Stock layout templates are available 


I 
A continuous contact printing machine will reproduce diazo copies in any quantity 


, placed in the machine, is repeatedly reproduced 


on cut sheets. A translucent master 
as copy sheets are fed automatically. 


Liquid Developing Process (Bruning). This whiteprint (diazo) process de 
velops the image on the sensitized copy mediums with a liquid alkali solution. 
The prints are heated as they progress through the printer to produce dry, 
ready to use, flat prints. Most of the materials and applications previously described 
can be applied with this type of continuous printer. In addition, there are other 
applications that can be applied with liquid developer as the developing agent. 
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Sensitized opaque paper is available in white and the following tints: blue, green 
pink, salmon, yellow. In addition to white, sensitized cardstock is available in green, 
yellow, blue and pink tints. Color developers are available to produce blue, red or 
brown images on opaque paper; sepia images on matte film; and the following colors, 
other than black, on clear film: sepia, yellow, brown, purple, red, blue, yellow-ochre, 
deep yellow. When sensitized material is passed through the machine for developing, 
the image lines of any single copy are necessarily of one color. If desired, however, 
the color of image lines on any one copy can be varied by manually applying different 
developers to different parts of the copy. Variety of color on one copy can be 
accomplished only when the color dye is in the developer rather than in the sensi 
tized coating on the copy material. 

An intermediate transparent film positive can be made from an opaque original 
or from a sheet printed on both sides by applying the contact reflex method on a 
Bruning Copyflex machine. The transferred image appears as sepia on the reflex 
film master and has excellent qualities for reproducing copies. Reflex film, which 
can be handled under ordinary room lighting conditions, provides a positive film 
copy without intermediaté steps. This film will reproduce printed halftones. 


Heat Developing Process. Kalfax is a dry photographic process which is differ- 
ent than the conventional chemical development processes in that the Kalfax 
photosensitive copy paper and film require a developing agent of heat applied at 
4 moderate temperature. 

One side of the copy sheet is coated with an emulsion that is photosensitive upon 
exposure to brilliant light. The sensitivity of the emulsion applied to the copy 
materials has been tailored to the ultra-violet band of the light spectrum and thus 
the unexposed material can be handled in daylight or ordinary room lighting. The 
ability to handle unexposed copy paper and films in ordinary light permits greater 
flexibility of use of the material and permits the application of photographic principles 
to series of applications. The image permanence is greater than that of the con 
ventional silver-type emulsion photographilc materials. 

Kalfax photographic papers may be of any color to obtain color distinction with 
out change in either exposure or development techniques. Information may be photo 
graphically added to the same sheet from time to time. Overall original development 
of the material does not destroy the photographic sensitivity of that area of the 
material not exposed during the original exposure. 

The sensitized materials may be coated on anything (card stock, glass, wood or 
cloth) thereby providing a means of photographic recording on a wide. variety of 
items and products. Punched tabulating cards or marginally punched cards may be 
coated with emulsion to expose images, illustrations or pictures on the record cards. 
The copying materials will reproduce continuous tone pictures usable in com- 
mercial photography for proofing. 

The emulsion can be sprayed directly on large sheets of steel or aluminum to 
prepare templates or work guides. These large areas are then dried with infrared 
lamps, exposed through translucent outline drawings or tracings and developed 
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with the same infrared lamps, exposed through translucent outline drawings or 
racings and developed with the same infrared lamp used for drying. 

This photosensitive copy paper or film can be used on three types of machines: 
Microfilm enlarger, film printer, and contact photocopy machine. 

Microfilm Enlargers can make projection prints up to 84%” x 14” from 
35 mm. or 16 mm. microfilm frames at a speed of 30 to 40 seconds per print. Fol 
lowing a 30-second exposure, the exposed paper is rapidly passed through a heat 
stage to completely develop a permanent image. Modifications are in process to ex 
and the maximum size print to 17” ro all 
Film Printers expose and develop in one operation either 35 mm. or 16 mm. 
+ ft. per minute. The machine is equipped 


) 


alm in strips or rolls at a speed otf 5 to 2 
with reel capacities of 100 ft. Accessory arms for 1,000 ft. reels are available. 
Contact Photocopy Machines make same size contact prints up to a maximum 
of 11” x 17” in less than one minute. It will make reflex copies of opaque originals 
or those printed on both sides. It requires a dual operation, that of exposing 
to -light and developing with heat. An additional photocopying unit, being 


leveloped, is the continuous type which will print anything up to a width of 11” 


by an infinite length. Exposure and development will be done in one continuous 


yperation. 


HERE ARE THREE basic methods of preparing facsimile copies and repro 
duction intermediates which are used as duplicating masters to reproduce 
multiple copies by other various processes: stencil camera, electronic process, 

and dry electrical process. 
Facsimile reproduction has many advantages. It simplifies and reduces time and 
cost of preparing layout artwork when usable originals are available. It eliminates 
] 


retyping, redrawing, proofreading, and checking. It reduces platemaking costs and 


expedites preparing plates to complete the work sooner. It 1S not necessary to preserve 
and save stencils or masters since new ones can be prepared in a few minutes for 
reruns. It reduces inventories in stationery stores since all forms can be sent to the 
users. Stock-piling is unnecessary because the speed of preparing masters by facsimile 
process makes it possible to rerun an additional supply on the same day requisitioned. 
It can be applied with various reproduction processes to select the method most 
suitable for the job. The letterhead or bulletinhead, typewriten text, line illustrations, 
and facsimile signature can all be reproduced on blank copy paper in a single run 
through the duplicating machine. It can also be applied to systems work. 

Stencil Camera. The Photoscope automatically produces photographic mime 
graph stencils from any original copy in either the same, enlarged or reduced 
size. The original may be handwritten, drawn, typed, printed or photographed on 
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a single sheet or in a book up to an inch thick. The maximum enlargement or 


reduction 1.8 to 1. The copyholder of the Photoscope takes originals up to 16” by 9” 


and the maximum copy size on the stencil is 13” by 8%” 


The original to be copied is placed on a horizontal copyholder near the base 


of the camera. The flat bed exposure frame, at top of camera, is equipped with 


vacuum blanket to ensure perfect contact and has locating pins to position the Photo 
scope stencil. An automatic switch is used to obtain correct exposure. Average ex 
posure time is 30 seconds. Stencils are processed in special chemicals after exposure 
to complete the operation. 

This being a vertical camera, having horizontal copyholder, it provides for making 
stencils directly from actual objects such as small machine parts and accessories. The 
objects are placed on the illuminated copyholder and a halftone screen is used 
in exposure. The objects reproduced may be the same size as the original object 
or they can be enlarged or reduced in size. The negative and positive steps of the 
normal photographic process are eliminated. Objects reproductien is suitable for 
illustrating parts lists, catalogs and bulletins. 

Electronic Process. There are several facsimile machines which will auto 
matically produce duplicating masters from existing original copy. The Stenafax 
will make a facsimile of an original on copy paper, and prepare a facsimile on gelatin 
and spirit hectograph masters, mimeograph stencils and paper offset masters. Through 


its use, any graphic materials such as printed forms, engineering drawings, written 


Times Facsimile Corp Addo Machine C: 


THE STENAFAX (LEFT) AND THE RONEO-TRONIC (RIGHT) STENCIL FACSIMILE 
MACHINES. 
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or typed material combined with artwork can be transferred to copy paper or to 
reproducing masters. The original to be copied may be on any paper: Opaque, trans 


lucent or transparent, having any colored ink or pencil, and printed on both sides. 


The process does not require any chemicals, powders, heat, light exposure or de 
velopment. 

This machine functions through a photo-electronic system which scans the original 
and reproduces it on electrosensitive recording paper, vinyl] plastic stencil, or vinyl 
coated offset master. The material to be reproduced is wrapped around a cylindrical 
drum. The paper, stencil or master is wrapped around the second cylinder which 
is mechanically connected to the first and revolves at the same speed. As the drums 
rotate, a photo-electric eye scans the original while slowly moving at the rate of 144 
lines per inch along the length of the drum. A recording stylus, mounted on the 
same carriage as the photo cell, is actuated by amplified electrical impluses to punch 
tiny holes (9000 per second) in the blank recording master when the scanner sees 
black (or any color to which it has been adjusted to respond). The entire operation 


takes six minutes to record an 844” X 14” area on the stencil or master which, 


without further processing, is immediately availabie for re production on the duplicat 


ing equipment. For single dry, positive copies three minutes is required for the 
largest copy area. 

Timefax electrosensitive recording papers are used to produce either direct positive 
single copies or gelatin type hectograph masters. The single copy paper gives a dry, 
permanent reproduction which can be used or filed immediately. It will not fade, 
curl or discolor and it has the life of normal sulphite bond paper. Th hectograph 
master will give the usual amount of copies from a gelatin duplicator. 

Stenafax stencils can be used on any stencil duplicator. Made of durable viny] 
plastic, they are good for over 10,000 reproductions; easily corrected with standard 
correction fluid. They may be stored for re-use but since original copy is normally 
1] 


available in file, new stencils can be made quickly and economically, therefore 


eliminating the maintenance of a separate stencil file. 


The Planofax offset plate is a special vinyl coated paper base master, a medium run 
plate good for more than 2000 copies. No special fountain solutions or other process 
ing is required. It is run like any other paper master on standard offset duplicators. 

The Stenafax will produce spirit hectograph process duplicating masters with the 
addition of a small inexpensive accessory heating unit. Spirit masters can be made 
of any graphic material and have a length of run of more than 100 copies. The 
matrix can be filed and used over and over again to produce more spirit masters. 

The Roneo-tronic stencil machine will make a duplicating stenci! facsimile of any 
copy including photographs. The stencil is cut electrically, minute sparks perforating 
or burning the stencil coating as the original is scanned at the rate of about one 
hole per second for solid white copy to about 12,000 holes per second for solid 
black areas. Machine scans copy up to 8” wide and 13” long at the rate of 
2Y,” per minute (500 lines per inch). Original copy can be in any color, line 
or continuous tone (halftone). The Roneo’s ability to make an electronic mimeo 
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graph stencil of photographic copy, without any screening, allows reproducing 
photographs along with other copy on any single drum stencil duplicator. Since no 
art ability is required to take a snapshot, and one camera on the market produces a 
glossy print in a minute, the possibilities of illustrating mimeograph work are greatly 
expanded. As in any process, the best reproduction of photographs requires using 
the best quality paper stock made for the process. 

The Electro-Rex electronic stencil cutter transfers any graphic material, including 
screened photographs (halftones) to a plastic stencil for use on any stencil duplicator. 
Cutting definition can be adjusted from 125 to 720 lines per inch. As with other 
electronic stencil cutters, copy can be a typed or handwritten sheet, printed material 
in any form, or paste-ups of each. 

Electronic stencil cutting is offered as a service, in many cities, to firms not 
wishing to purchase or rent an electronic facsimile machine. 

Dry Electrical Process. Xerography is a combination electrical and mechanical 
process using powder instead of ink or sensitized paper. There are five basic steps 
required to reproduce copies by this process: 

1. Sensitizing the xerographic metal plate. A thin sheet of metal is the inter- 
mediate used in this process. This plate is coated with photo-conductive material 
which is electrostatically charged positively as it passes under wires through a 
corona discharge machine to make it sensitive to image reception. 

2. Exposing the plate. Copy on opaque, translucent and one or two-sided originals 
is projected through the lens in a camera. This exposure causes the positive charge 
to disappear in the area exposed to light thereby leaving only the image remaining 
in the portion charged. The image pattern is invisible on the plate. 

3. Developing the plate. A negatively charged powder, which is a cascading 
developer, is flowed over the exposed plate in a tray and the powder adheres only 
to the charged or image area due to the electrostatic attraction. The developed plate 
thus contains a visible positive image that is a mirror image. 


4. Transferring the image from the plate to paper or other smooth surface. A 


Bohn Duplicator Cor} te 
Rex-Rotary Distributing ¢ Haloid Co 
ELECTRO-REX STENCIL CUTTER. XEROX FLOW-SET FOR SPIRIT MASTERS. 
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sheet of paper is placed over the developed plate, in contact, and plate and paper 
are passed through the corona discharge machine again to release the powder from 
the plate and transfer it to the paper. The paper is stripped from the plate and the 
image is a readable positive (the same as the original) on the paper. At this stage it 
is possible to remove the powder from the paper by brushing 1t with the finger. 

5. Fixing the image on the paper. The paper containing the transferred image is 
fused by placing either in the XeroX Heat or Vapor Fuser for a few seconds which 


sets the powder to make a permanent print. 


The plate can be reused many times by removing the residual powder from the 
surface merely by loosening with a negative charge and dusting with cotton. 
Facsimiles of an existing copy can be made on almost any kind of paper and it is 
conceivable that, in the future, transfer may be made to cloth, glass, metal, wood, 
ceramics or any other material having a smooth surface. The use of colored de 
veloping powder 1S also under de velopment, as 1S the making DOSITIVE prints trom 


ginals through the use of reversal developer. 


negative or! 
The dry, electrostatic process may produce a facsimile the same size as the 
original, or enlarged or reduced size for making copies of letters, documents, charts, 


graphs, maps, engineering drawings and pencil tracings. XeroX camera equipment 


will reduce originals as large as 24” 36” to ie 18’’ offset paper master 


for reproducing on an offset duplicator. Smaller originals may be copied the same 
size on small offset masters or enlarged to the 12” * 18” dimensions of the large 
offset master. Also, 35 mm microfilm positives or other small film positives can 
be enlarged. 

Xerography is used for the preparation of paper masters for offset duplicators, 
translucent masters for diazo machines, positive-working metal plates, and spirit 
masters. Newspaper clippings, technical articles, insurance and accounting forms, 
engineering drawings, and similar documents may be copied onto spirit hectograph 
(purple or black) masters by xerography. A copy or master can be made in four 
minutes. Facsimiles made on inexpensive paper offset masters will produce 10,000 


I 


copies on an offset duplicator. A yellow filter can be used to pick up the image 


from a purple hectograph copy. The XeroX Tone Tray makes possible copying 


halftones and line drawings having solids. 


Images may be transferred by processing in the usual manner, to XeroX Trans 
Positive sheets or clear acetate, fusing in the XeroX Vapor Fuser. These positive 
transparent masters can be used to produce copies by the diazo process, OF used in 


conjunction with positive-working offset metal plates. 


With standard x« rographic equipment, including a XeroX Processor D, up to eight 
single copies, including a paper or translucent master can be transferred from one 
xerographic image, replacing the former step and repeat method. 

The XeroX Copyflo machine, a fully automatic continuous printer, based upon 
the same xerographic principle of the attraction of powder to an electrostatic charge, 


will reproduce copies from roll microfilm or original documents. The finished copies 


Manual of Office Reproduction 
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re reproduced on a continuous web of plain paper 11” wide, at the rate of 20 ft 


output a minute 

Machines with microfilm heads reproduce positive single copies continuously from 
16 or 35 mm. microfilm rolls, positive or negative (not intermixed), perforated to 
size or unperforated. The enlargement range is from 7 to 24 diameters in 15 steps, 
within finished copy limit of 11” width. 

Machines with opaque heads reproduce single copies from opaque or translucent 
originals at ratios from 50° to 200°% of original size. The maximum original width 
of 24” reduced 45.2°% will produce the maximum copy width of 11”. Single sheet 
originals are fed into belt table throat by hand. The original may be fed again 


1 | | e 
immediately by retrieving from delivery tray to make repeat copies. 


+ 


Machines may be equipped with dual heads to combine all of the reatures oj 


] 


‘— . seg , ee 
both microfilm and opaque copy models, interchangeable from microfilm to photo 


copy operations, and vise versa, by one control lever. 


Xerography processing can afhx chemical resists onto metal for the purpose ol 


etching, anodizing, photolithography and plating; for instrument panels, printed 


wiring circuits, etc. 


[he methods and processes for making reproduction masters, stencils, and plates 


are practically unlimited. 


Some equipment is designed specifically for the purpose of 
preparing masters while others can make intermediates for its own process and 
tor other types of duplicating equipment. The flexibility afforded by these inter 


changing applications permit solving many reproduction problems in a simple 
manner. The Master Preparation Chart (page 137 


5/) summarizes the scope of poss! 


bilities for preparing reproduction masters. 





UTOMATIC TYPEWRITERS reproduce individually typewritten letters, 
or letters composed of form paragraphs, at more than twice the speed of an 
average typist. These machines are generally used for writing sales letters, 
collection letters, answers to inquiries and other repetitive correspondence 
The operator manually types the date, addressee’s name, address and salutation; 
then the body of the letter is typed mechanically, stopping at predetermined points 
for manual insertion of fill-ins such as dates, names, addresses or amounts. The 
manual typing and the mechanical typing match because both are done on the same 
machine, using the same ribbon. The use of continuous form letterheads increases 
productivity. Multiple carbon copies can be reproduced as required. 
One operator can handle four or five machines to increase productivity. On 
single machine installations, the operator can do other typing, clerical work, or 


operate a telephone switchboard while the automatic typewriter is operating. 


— 
7) 
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These machines are primarily designed for correspondence, but they may be used 
for other types of systems work. They also can be used for preparing permanent 
lists, such as employee lists, mailing lists, and for addressing envelopes. Duplicat 
ing masters or stencils can be prepared automatically on the machine when addi 
tional reproduction copies are required. 


There are three types of automatic typewriters available: operated from a per- 
forated record roll; operated from perforated paper tape; and tandem typewriters 
operated manually. 

Perforated Roll Machine (Auto-Typist and Robotyper). A roll of paper 9! 
or 1144” wide, and any length, is perforated on a perforating machine whic: 
has a typewriter keyboard and feeds the roll forward as the keys are depressed 
Incorrect perforations can be covered with small round gummed patches and a 
hand punch cuts new perforations to make corrections. A _ reperforating ma 
chine will perforate duplicate rolls from the original roll. Duplicate record rolls 
are required when two or more machines are used for identical letters. Perforated 
rolls can be filed for future use. 


The perforated record roll operates the electric typewriter pneumatically. Differ 
ent models of automatic typewriters are available for various kinds of work: (1) 
repetitive text of a single letter on the roll; (2) push-button selection of complete 
letters when two or more different letters are on the roll; (3) push-button or tape 
paragraph selection for a variety of form paragraphs for composing specific letters; 
(4) complete letters written automatically to a permanent list—including date, name, 
iddress, salutation, complete text and closing, along with addressed envelope (the 
perforated roll on the left side of the machine contains the date, names, addresses 
and salutation; the roll on the right contains the letter); (5) operation of two er 
three typewriters simultaneously from a single roll. 

Punched Paper Tape Machine. A paper tape 7” wide and any length up 
to 1000 ft. is cut automatically on the perforator part of the machine as the 
typist writes the letter on the typewriter. All characters, figures, automatic ribbon 
shift, backspacer and tabulator are operated through a combination code of six small 
round holes perforated across the tape. Errors can be corrected while the tape is 
being perforated by perforating all six holes to skip the error portion. The prepared 
tape is placed in the letter writer which operates the typewriter automatically by 
electrical impulse. A single letter on a tape can be repeated without rewinding by 
joining the ends of the tape together so that the start of the letter is in position 
when the previous letter is completed. 

Duplicate tapes can be prepared by operating the two units together as a reper- 
forator. Duplicate master tapes for other machines may be prepared at the same 
time that multiple copies are automatically produced. A new tape can be auto- 
matically perforated from parts of one or more other tapes, with additions or cor- 
rections added manually. Address lists can be prepared on these tapes while head- 
ings on letters are filled in and tapes may be used for automatically addressing 
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envelopes or other mailing pieces. 

The perforated tapes can be filed in a box (1” x 3” x 3”) which permits filing a 
quantity of tapes in a small area. The tape can be mailed in an envelope for repro- 
duction at other points. 

(See Chapters XIII and XIV for further applications of this type of a machine 
used for automatic data processing and transmission of typewritten messages. ) 

Tandem Typewriters. One or more electric typewriters can be hooked up in 
series tO a master manual typewriter to produce several typed sets simultane- 
ously. After the name, address and salutation have been inserted manually on 
each unit, manual typing on the master typewriter automatically reproduces identical 
originals with or without carbon copies on the other units. Carbon copies are pro- 
duced on each machine in the usual manner. Proofreading of the copy typed on the 
secondary typewriters is eliminated because all typing is an exact copy of the material 
typed on the master typewriter. The secondary, or slave units, may be cut in or 
out at will eliminating information on one form that may be desired on the others. 
Margins may be set on each typewriter independently to accommodate different size 
forms. Since each typewriter may be used independently at any time, variable in- 
formation may be inserted manually by the typist on each set of forms, while in- 
formation that is the same on all forms is typed automatically. 

Some of the applications of tandem typewriters are: (1) type envelope and ship 
ping label simultaneously, (2) type address on envelope and letter at same time, (3) 
make two or more file cards simultaneously where duplicate or triplicate lists are 
required, (4) prepare a duplicating master while typing an original copy, (5) pro 
duce large quantity of multiple copies by having sets in each typewriter, and (6) 
type a number of contracts where all originals are required. 

Tandem typewriters may also be hooked up with an automatic master type 
writer to operate two or more auxiliary units automatically by means of a perforated 
roll. 
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AUTOMATIC DATA PROCESSING 





HE AUTOMATIC TYPEWRITERS explained in the previous section per- 

tain to applications of letterwriting machines whereas this section is devoted 

to the application of punched tape used as a common language to reproduce 
original, intermediate and final documents in systems work, and for transmittal of 
information. 

Punched paper tape is a by-product of writing original documents and becomes 
the means of transferring data from one machine to another automatically or, in 
other words, it becomes a common language between machines. 

The basic concept of automatic data processing is: (1) At the point of origin, 
data is stored in punched paper tape as a by-product of writing the source document. 
(2) This punched tape is then used to control other office machines to make the 
data self-perpetuating in producing final documents and reports. 

Various machines are available for punching and accepting five-, six-, or eight 
channel tape. Tape is 11/16’, 5/8” or 1” wide. Five-channel tape commonly used as 
the communication code, is considered as the common language tape due to its broad 
applications with other related machines. Punched tapes can be filed in boxes 
(1"x3’’x3”) which permits filing a quantity of tapes in a small area, or tapes can 
be folded for storing in envelopes and tape files of various kinds. 

Characters, figures and functions, such as carriage return, are recorded in the form 
of codes consisting of small round holes which are punched across the paper tape. 
Errors can be corrected while the tape is being prepared by punching delete codes 
over the incorrect codes and retyping the correct data. 

Tapes can be punched on electric typewriters equipped with a tape-punching unit, 
or they may be prepared by an adding machine, bookkeeping machine, calculator, 
cash register or from punched tabulating cards. 

Punched tape can be used to: (1) reproduce copies of documents automatically 
on electric typewriters equipped with a tape-reading unit, (2) preduce punched 
tabulating cards on a tape-controlled card punch, and (3) operate any machine, such 
as preparing metal addressing plates automatically. Punched tapes also are used to 
relay telegrams at terminal points, as automatic senders to increase the dispatching 
speed of messages, and for transmittal of recorded data sent on teleprinters, teletype- 
writers and Radiotype machines located in patron’s offices. (See Chapter XIV). 

Some of the combination applications of automatic data processing are: (1) sales 
order, acknowledgment, shipping invoice, accounts receivable and sales statistics; (2) 
sales order, production planning and inventory control; (3) purchasing, commit- 
ments, receiving, and accounts payable; (4) to prepare payroll checks at distant 
points, etc. 

There are five kinds of tape punching machines used for automatic data processing: 
Flexowriter, Teleprinter, Teletypewriter, Typewriter Tape Punch, and Cardatype. 
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Flexowriter (Commercial 


machine, a tape punch and a tape reader in one unit. As the typist writes a 


I 


Controls Corp.)—equipment consists of a writing 


document, all or selected data can be punched in paper tape. The punched tape, 
when placed in the tape reader, actuates the machine by electrical impulse, and in 
tormation recorded in the tape is typed automatically at the rate of approximately 
100 words a minute. At the same time, all or any part of the data can be punched 
in a new tape that is located in the tape punch section. The tape punch and the 
tape reader operate together to produce tape automatically. This process can be 
stopped at any point to permit revisions to be made in the new tape. 

A Flexowriter punches codes in the edge of cards (7” wide x 3” high) or in tape, 
and reads edge-punched cards or punched tape for automatic operation. Cards can 
be used singly or continuous in double or triple units. The punching can be on one 
or two edges of the card. The use of cards for reproducing constant data of docu 
ments provides a card filing method for quickly locating the cards when used repeti 
tively. 

A second punch (auxiliary tape punch) can be cable-connected to the Flexowriter 
for punching two different tapes as a by-product of writing a document. All or any 
part of the data typed can be punched in the by-product tape for data processing 
Selection of the data punched is completely automatic. 

Teleprinter (Kleinschmidt) tape printing machines can_ be applied to intra 
plant and inter-plant automatic data processing systems. This machine consists 
of a typing reperforator and tape transmitter unit for perforating tape at the time 
of typing the original document, and it also is used for sending and receiving mes 
sages and record data in tape form. The unit combines a tape transmitter, typing 
j 


perforator and keyboard transmitter. In addition to reception and transmission of 


messages in perforated tape form, the machine permits tape reproduction, tape edit 


ing, tape preparation and manual keyboard transmission. 


A high speed tape transmitter is also available for sending information in the 


Commercial Control 


THE FLEXOWRITER. 
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form of sequential electrical signals from punched tapes over a pair of wires. It 


permits automatic transmission of messages at the rate of 100 words a minute. 

Teletypewriter (Bell System) service is rendered to subscribers on a rental 
basis. Equipment may be used for automatic data processing internally for in- 
plant distribution of record forms to link departments, or between main office, sales 
branches and other plants. 

The source documents are prepared in five channel tape at a data originating 
center and are transmitted automatically to one or more locations anywhere in the 
country. The machine at the originating center is a combination unit for typing 
the original document or proof copy, preparing the punched tape simultaneously, 
sending the data to other locations and receiving data from other locations. All or 
selected parts of the data can be transmitted to the stations affected. 


The receiving station can be a unit to receive and type the data only on printed 


THE ELECOM 50 
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Underwood Corp. 
AN ELECTRONIC COMPUTER WHICH USES 
HEART OF THE AUTOMATIC PRODUCTION 
RECORDING SYSTEM. TRANSISTORS ey OF VACUUM 


Internati nal Business Machines Cort ton Rand Div., Sperry Rand Corp 








single copy or multicopy forms, or it can be a combination unit the same as the 
originating center to originate, send, receive and prepare additional tapes. Five 
channel tapes prepared on other equipment can be relayed by teletypewriters. Tapes 
produced on the teletypewriter can be used with other five channel automatic data 
processing equipment. 

Teletypewriter paper tapes carry both the printed message and the perforations. 
The punched holes are interpreted in printed characters along the edge of the tape. 
This facilitates filing and identification of tapes for future use. 


Typewriter Tape Punch (IBM), consisting of a tape punching unit cabled 
to an electric typewriter, is the link between the source document and _ the 
tabulating card that eliminates key punching and verifying operations. A paper tape 
is automatically perforated with the data to be punched in tabulating cards while 
the operator is typing the document. The completed tape is inserted into a tape-to- 
card punch which automatically converts the typed data (in the form of punched 
paper tapes) into punched tabulating cards. 

Any information typed on a document can be punched into a tape. Selection 
of the data to be punched is controlled by program selector keys. Incorrect data 


punched in the tape can be voided so that only the retyped correct data reaches the 


final punched card. 

A typewriter card punch (IBM) or an accounting machine card punch (Reming 
ton Rand), consisting of a tabulating card punching unit cabled to an electric type- 
writer or accounting machine, punches cards automatically as a by-product of the 


typing operations. This provides a direct means for punching cards, eliminating the 


Compagnie des Machines Bull 


THE GAMMA ELECTRONIC COMPUTER SYSTEM IS MADE IN FRANCE. 
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intermediate step of preparing punched paper tapes first and then converting the 
data into punched cards using a tape-to-card punch. If punched tapes are required, 
the operation can be reversed by preparing the tapes from the punched cards on a 
card-to-tape punch. 

Cardatype machine can produce as many as five different original documents 
simultaneously. Basically, the Cardatype consists of three units: electric typewriter, 
card feeding and reading control unit, and auxiliary numerical keyboard. To this 
basic arrangement can be added as many as three additional typewriters for produc- 
tion of other documents, a card punch to produce tabulating cards, a unit for punch 
ing paper tape, and a second auxiliary keyboard. An automatic computing unit 
that will add, subtract, multiply, produce totals and carry balances forward, is also 
available. 

Regardless of the units involved, one handling of the basic information is all that 
is required. All constant information is available in a prepunch card file, and is fed 
into the card reader for automatic typing. Semi-permanent data is recorded only 
once on the auxiliary numerical unit and typed automatically. In a typical systems 
application, only a small amount of variable information is entered by typing on the 
ke yboard. 

Electronic developments expand the applications of automatic data process 


ing for more involved work. Equipment available in this field includes electronic 


processing of source-record data, electronic data processing, ané electronic comput- 


st) 


ing and recording. 








SELEEEE 
PASEETS 


Dashew Business Machines, Inc 

THE DATABOSSER IS AN AUTOMATIC DATA PROCESSING MACHINE, ACTIVATED BY 

PUNCHED CARDS OR TAPES, IT CAN EMBOSS, NUMBER, CODE NOTCH, CONTRAST 
COAT AND TIE WIRES TO IDENTIFICATION AND ADDRESS PLATES. 
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OMMUNICATION TRANSMITTING machines are not technically con- 
sidered as office reproduction instruments, but their applications are so closely 
allied and in many cases work in conjunction with duplicating processes in 


methods work, that it is necessary to include them to provide a thorough treatise on 


the subject of reproduction. Actually, communicating transmission is another phase 
| 


, } 1 ae 
in reé roduction yecause One Or more copies are made simultaneously with the origi 
J Po) 


nal, from an original, or from a by-product of the original. There are two basic 


methods: transmission of handwritten messages, and transmission of typewritten 


messages. 


Transmission of Handwritten Messages. The TelAutograph Telescriber repro 


duces handwritten messages or hand rams simultaneously at distant 


; . : ' ' ; 
points. The facsimile message or diagram is reproduced and delivered within a 


drawn dia 


' , 7 1 ’ ] 
building or to distant stations as the original is being written or drawn. Each 


transceiver instrument (sends or receives) has ; lus and w surface. As 
the message is inscribed by an operator writing l sty] nt flat sur 
tace, the message is automatically written in indelible ink on a 1 ll of paper 
visible on the face of the instrument. This visible message may be retained on a 
spool or torn off if desired. While the original message is being written, all con 
nected instruments have the facsimile message transcribed in the same indelible ink 
on the same kind of paper as the original. Copies are in the hands of the desired 
personnel at the time the original is written and all receive identical information 
at the same instant. One transceiver can write to another, or to as many as 50 or 
more receivers at one time. Telescriber controls permit selectivity to any station. 


] : ] . 
collective to all, or to any group of receivers. 


1 


No special skill, except literacy, is necessary to operate a Telescriber system. There 


is no phonetic barrier because the messages are handwritten. Diagrams, formulas, 
symbols and sketches are easily reproduced. 

Instan-Form, continuous printed forms with marginal punching, can be used 
in systems work. The same printed form can be used in all TelAutograph machines 
and filled in like any ordinary printed form. Two sizes of forms are available. One 
is 5” wide by 314” high with a writing area 4” wide by 1.6” high and ample space 


id 


at top and bottom for imprinted data. The larger size is 5” wide by 7” high with 


a writing area 4” wide and up to 5” high and ample space top and bottom for im- 
printed data. 

This instrument may be used to eliminate duplicate copies and copy distribution, 
and at the same time expedite the dispatch of the information. Office applications 
are: handling sales orders, production orders, receipts for incoming material, ob- 
tain credit information, accumulate costs, requisition matter from files, and many 


others 
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Transmission of Typewritten Messages is becoming increasingly important in 
the field of reproduction. Many advancements in equipment design and opera- 
tion in recent years have attached more importance to this classification for 
intra-office and inter-office transmission of messages and record data. The punched 
paper tapes originated by the various automatic data processing machines (explained 
in Chapter XIII) can be used with most of the following machines to transmit and 


receive typewritten matter. 


Four principal methods of transmitting and receiving messages by machines simi 
lar to a typewriter are: Flexowriter, Teleprinter, teletypewriter, and Radiotype. The 
results of each are somewhat the same, but the method of communication and certain 
features differ. These machines permit all the advantages of a typewriter. Con- 
tinuous forms, cut forms in single sheets or in unit sets can be used. This allows 
use of your own forms for orders, reports, deliveries and other records. It is pos 
sible to make an original and several carbon copies on all these machines. When 
additional copies are required, duplicating intermediates such as hectograph master, 
mimeograph stencil, direct image offset masters, and translucent masters for diazo 
contact printing can be prepared on these machines. 

Flexowriter typewriters, described in previous section, may be used for two-way 
internal office, intra-plant, and intra-city communications of typewritten matter 
through the use of perforated tapes. The punched tape, a by-product of typing 
orders and other business forms, is used to perpetuate the typed matter over direct 
wires within limited distance. Thus you can connect your order and shipping de- 
partments, your production control and assembly line, or your office with any other. 
When not in use for transmission, a Flexowriter can be used as a typewriter for 
correspondence. 

Teleprinters are furnished by Western Union as a service for transmitting 
telegrams to the local telegraph office and for receiving telegrams in a patron’s office. 
The Teleprinter has three rows of keys; appears and operates like a typewriter. 
When a key of the typewriter keyboard is struck on the Teleprinter located in the 
patron’s office, the same character simultaneously records on the machine located 
in the telegraph office. A reversal of the operation serves to send messages directly 
to the patron’s office. The typewritten message is usually recorded on continuous 
sheets with as many carbon copies as required, and individual messages are torn off 
at any required length. 

All messages are sent directly to a telegraph office and, in most cases, relayed auto- 
matically to various points until they are received at final destination. Automatic 
equipment which perforates a paper tape with the message at the receiving end is 
also used to forward the messages to the next relay or terminal point. This auto- 
matic relaying of messages reproduced from perforated tape assures accuracy from 
original typing and eliminates proofreading. Teleprinter equipment also may be 
leased for direct connections between two distant points (long haul), thereby ex- 
pediting telegrams between these points. 
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Teletypewriters have three rows of keys and are operated in much the same 
manner as a typewriter, thereby making it available for use by any typist. Offered by 
the Telephone Company are two kinds of teletypewriter service; teletypewriter 
exchange service (TWX), and private line teletypewriter service (TWP). 

Teletypewriter service affords speedy transmission, insures maximum accuracy; 
enables the sender to get a reply on the same connection, with full two-way inter 
change possible; provides written copies of the messages at both sending and re 
ceiving points, and makes available up to ten easy-to-read copies on each message. 

TWX service is long distance telephone service with a typed message replacing 
the voice. It is handled and charged for in virtually the same manner as long dis- 
tance calls. Any TWX user can be connected with any one or more in the nation, 
and the typewritten “conversation” can be carried on between any so connected. An 
unattended service feature is available which enables the machine to receive messages 
around the clock without assistance of an attendant. 

Through use of tape punching equipment, messages can be prepared on punched 
paper tapes in advance of transmission and then sent at the rate of 60 words a min 
ute when the connection is made. 


Office automation and the automatic data processing program in effect in many 
businesses today have placed even more emphasis on the private line teletypewriter 
service (TWP). Using the same type of equipment, this service can be tailored 
to meet many needs in the automatic processing data program. The private line 
teletypewriter service can be installed between two or more points, with instant 
connection to any desired point possible. Using single copy or multi-copy forms, 
the service is readily adaptable for the preparation and transmission of purchase, 
shipping, and sales orders, and reports. 

Punched tapes can be used without further clerical processing to punch cards for 
the automatic accounting equipment as explained in Chapter XIII. 

Radiotype incorporates an electric typewriter which operates from impulses 
received via radio or wire. The standard typewriter keyboard and printing mech- 
anisms on both transmitting and receiving machines facilitate high speed type 
written communications. Communications can be over both short and long dis- 
tances and to any number of points simultaneously. The machines may be equipped 
with any width carriage up to 24” to provide for accounting and columnar forms, 
and can produce up to 12 carbon copies. The receiving machine can use either cut 
sheets or continuous forms, or it may be equipped to print on a tape. Type faces 
of the radio typewriter can be upper and lower case or all caps of any available style 
type. 

Radiotype is capable of being both sender and receiver at the same time for du 
plex operation, or it can be obtained in a simpler form for alternate sending and 
receiving for two-way communication, or for receiving only. 

There are two stages to the operation of this equipment. As the typist records the 
information on the form or blank in the typewriter platen, it simultaneously con- 
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veys the characters to a punched tape in a tape perforator. The punched tape is 


fed into a tape reading robot which transmits the message to one or more permuta- 
tion units at the receiving Radiotype machine which reproduces the message auto- 
matically. 

The transmission system employs a six-unit impulse code in various combinations 
which ure translated into all of the letters, numerals, punctuation marks, symbols 
and other standard keyboard operations such as line spacing and carriage return. 
A speed of 100 words per minute is maintained by automatic operation. Since a 
typist cannot maintain this speed, two or more typists may punch tapes in advance 
to store messages for the machine to transmit at full speed of 100 words per minute. 

The noise effects of automatic typing machines can be reduced by the use of 


\coustinet sound control cabinets. 


ACSIMILE is the electrical transmission of still pictures of anything that can 

be put on paper. This includes handwriting, drawings, signatures, typewritten 

text, printed matter, records, reports, charts, graphs and photographs. The re- 
production is an exact copy of the original. Such pictures may be transmitted by 
wire or radio to a recorder at another location or to one located beside the trans- 
mitter. Facsimile reproductions may be used as a single copy or as masters to 
reproduce additional copies by various duplicating processes. 

There are three kinds of facsimile transmission methods: (1) Western Union 
Intrafax, (2) Cardwell Facsimile, and (3) Air Associates Electronic Messenger. 

Intrafax (Western Union) facsimile equipment is designed for four applica- 
tions: Intrafax, Deskfax, Lithofax and Ticketfax. 

Intrafax. The original to be transmitted is wrapped around a cylinder. Light 
from a lamp is concentrated through a lens upon a small area of the original 
and the light reflected from a pin-point portion of this illuminated area is permitted 
to pass to a photocell. The photocell causes electricity to flow when it senses light, 
the amount of current being proportional to the amount of light falling on it. More 
light is reflected from the light areas of the message blank than from the dark sec- 
tions formed by words or lines on a form. As the cylinder containing the original 
revolves, the light moves along the message until the entire copy has been scanned. 
The light reflected by scanning the message causes a rapidly varying flow of current 
from the photocell. This current is sent to the distant receiver, in phase with and 
operating at the same speed as the transmitter, except that the photocell scanner 
is replaced by a needle-like stylus. Pulses received are laid down on the Teledeltos 
receiving form by the stylus in the same order in which they are picked up by the 
photocell from the original message, producing a facsimile of it. Teledeltos, a dry 
recording paper developed and patented by Western Union, is electrically sensitive. 
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When a continuous paper recorder is used for reception, the styli are mounted 
on a belt which revolves in synchronism with the sending drum and the paper moves 
in unison with the scanning photocell. 

There are three separate models available: (a) letter-size, which will scan 8” x 10” 
of an 844” x 11” sheet; (b) note-size, to scan 3” x 5%” of 414” x 64%”; (c) ticket- 
size, for scanning 1-7/16” x 4-1/16” of a 144” x 4¥,” ticket. The coverage of the 
image area is complete since the difference in each case is allowed for margin space. 

Intrafax systems are custom built to fit the requirements of any company’s oper- 
ation and are available at fixed monthly rates. A system can be arranged to send 
a message to from one to 30 destinations. Selection of different groups of desti 
nations for the simultaneous sending of specific messages is also possible. If neces- 
sary, a patron can link all branches, departments or divisions with each other as well 
as with the central office. 

Deskfax. The note-size Intrafax which scans a 3” x 5%” area on a 444” x 
6%” sheet, plays a double role. It is provided by Western Union at no charge to 
customers whose telegraph account averages $10 or more per month and provides 
an incoming and outgoing telegraph or cable service direct to the customer’s desk. 
It saves the time of messenger pick-up and delivery, and also reduces telegraphic 
service to the simple process of placing a message or receiving blank on the cylinder 
of the machine and pressing a button. 

Lithofax is a variation of Intrafax insofar as the receiving copy forms an ink 
receptive image which can be used as an offset master to reproduce additional copies. 
The receiving paper is called Lithofax Teledeltos and is the same as the regular 
Teledeltos paper used with Intrafax except that it has an additional coating. The 
8,” x 11” size offset master made in this paper will produce 500 to 1000 copies on 


an offset duplicator. Lithofax offset masters require a slightly different operating 


technique than regular direct image offset masters because the image is recessed 
slightly. Ink has to be forced into the recessed areas to reproduce satisfactorily. 


Lithofax paper for large size equipment is available in rolls 8'4” wide by 350 ft. 
long. Lithofax paper also may be obtained in sheet size 44.” x 6,” for the smaller 


Intrafax and Deskfax equipment. 

Western Union was primarily interested in this facsimile equipment for message 
transmission but with the addition of the larger equipment to handle 814” x 11” 
sheets it is expanding to the transmission of all kinds of facsimile work and systems 
applications. In addition to transmitting to distant receivers, it can be used in 
ternally for reproducing single copies and Lithofax offset masters. A sending and 
receiving unit can be set up side-by-side on the same table for preparing copies or 
masters. 

Ticketfax is Intrafax equipment that scans a 1-7/16” x 4-1/16” area of a 
14” x 444” sheet and is used primarily to produce railroad tickets. This electronic 
facsimile system provides Pullman and reserve seat coach tickets from one railroad 


station to another instantaneously to customers at the counter. This application re 
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quires a ticket transmitter and a ucket recorder. The complete reservation is printed 
on blank Teledeltos sensitized paper which is inserted in the receiving recorder ma- 
chine. Large users of rail transportation can have Ticketfax set up in their offices 
to be served directly between their offices and the railroad ticket office. 

Cardwell Facsimile feeds the original to be transmitted into the scanner trans 
mitter by means of a paper drive roll. As the original passes around the drive 
roll, it is illuminated by two fluorescent lamps powered by DC to eliminate flicker. 
An image of the original is formed by the lens system at one surface of the scanning 
disc and a spiral aperature in this disc provides lateral scanning at the chosen rate. 
The light signal is impressed on a photo-multipler type pick-up tube whose circuit 
is arranged to provide logarithmic response. The signal from the photo-tube is 
amplified to modulate a carrier wave generated in a local oscillator. Adjustments 
are provided for setting both the black and white levels to compensate for differences 
in paper on which the original is printed. The recorder instrument accepts the 
incoming signal, amplifies and demodulates it to a level suitable for marking paper. 

This recording system operates over telephone lines, and microwave radio channels. 
The scanner accepts cut sheets or continuous copy. The recorder produces permanent 
copy on continuous Hogan type paper that is 914” wide, in rolls of 400 ft. The 
maximum width of the copy is 8.37” and may be any length. 

Cardwell facsimile is used by press services to provide news pictures to television 
broadcasters, and for general communications service over both short and long 
distances. It can be used between departments of large companies to transmit letters, 
orders and other internal records. It may be used for rapid transmission of draw- 
ings, load charts, photographs and fingerprint cards. It can be applied as an office 
duplicator by having the scanner and the recorder located side-by-side to make single 
facsimile copy or multiple repeat copies from an original. 

Air Associates Electronic Messenger has the original to be transmitted wrapped 
around a rotating drum. A photoelectric scanner analyzes the variations in color 
density of the original and these are transduced into a series of signals. These 
signals are transmitted over telephone lines or microwave radio channels to a 
distant transceiver, or directly monitored. The signals are converted into a current 
of varying impulses which reproduces the image of the original directly onto 
the moist electro-sensitive copy paper. 

Copy paper is of medium weight, of high wet strength treated with a sensitizing 
solution. Being moist, it is a conductor of electrical current. Paper is packed in 100 
ft. rolls in polyethylene bags to prevent it from drying during storage. 

When recording, the copy paper is placed in the paper container of the facsimile 
unit and threaded between two electrodes, a helical one and a printer blade, then 
over a heater. When operating, the current passes from the blade through the paper 
to the rotating helix. By action of the current a black dye is produced electrolytically 
in exact copy of the original. The heater evaporates the excess moisture, and a dry 
positive copy is ready for its intended use. 
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This facsimile equipment is sensitive to all colors of the spectrum, except in the 
far blue region. Colors are reproduced as equivalent shades of gray. The present 
equipment can transmit copy ranging from 84” wide up to 14” long. Definition 
of the received copy is 100 lines to the inch. The equipment may be adjusted for 
black and white contrast or to be more responsive to variations in the gray scale. 

The Electronic Messenger was designed primarily as communications equipment, 
but can be used as a duplicator. It can also transmit to itself as an electronic dupli 
cator where a limited number of copies are required. Just insert the master and 
push a button and any number of copies may be obtained automatically without 
attendance. 

The copy received from a distant point or the monitored copy reproduced in 
ternally may be used as a master for making additional copies by various duplicating 
methods. The facsimile copy, being a sufficiently translucent positive, can be used 
as a master for reproducing copies by a diazo contact printer, for preparing a positive 
sensitized offset plate, or to prepare an offset master by xerography. A negative of 
the facsimile copy can be made by photography or in a contact printer to produce 
a sensitized offset plate. 








HE IBM DATA TRANSCEIVER makes possible the exact, fast duplica 
tion of punched card data between points thousands of miles apart. Utilizing 
regular telephone and telegraph networks to link the card transmitting and 
receiving units, this allows the swift transmission of accounting data from decen- 
tralized locations to any central point, such as from branch offices to a company 
headquarters. 
When information is to be sent to a’ distant point, the Transceiver reads the 
punched card data and sends coded impulses in the form of beeps, each series of 
sounds representing a hole in the card. These signals actuate the 


| 
ly creates exact duplicates of the cards 


sunching mechan 
ism in the distant receiver which simultaneous 


being transmitted. Each hole transmitted is checked automatically and, after each 


card is completed, the transmitter sends a signal which checks on the accuracy 


of the data reproduced by the receiver. This signal will echo back if the card has 
been punched correctly and cause the transmitter to proceed automatically with the 
next card. 

When the machines are linked by telephone lines, 16 card columns of data can 
be transmitted and received every second and four separate transmissions can be 
made simultaneously over the same wire. When linked by telegraph lines, over 
which one transmission at a time can take place, transmitting speed is six card 
columns a second. 
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MPRESSION STAMPS are ideal for inserting repetitive data on forms or re- 
bei on materials other than paper or card stock, and in out of way places. 

There are many variations of impression stamps designed to meet specific prob- 
lems. 

Rubber Stamp. A large variety of stock rubber hand stamps with words, such 
as PAID, BILLED, DELIVERED, C.O.D., RECEIVED and CANCELLED are available for 
common applications. Metal frame band stamps with 12 commonly used words on 
one band are convenient where flexibility is required. 

Special stamps of any text or form, and having various styles and sizes of type, can 
be made to order in any size to meet specific problems. A facsimile of the impres- 
sion is usually indexed on the side of the rubber stamp to facilitate handling and 
filing on strip or revolving racks. 

A set of interchangeable type (alphabet, figures, and other characters) can be 
used to advantage in the office to compose emergency or temporary impression stamps. 
The flexibility of this type makes it practical for imprinting sizes, lot numbers, pat- 
tern numbers, and prices. Type having a metal body and rubber printing surface 
assures perfect alignment. Holders can be supplied with one or more lines. Base- 
lock rubber type of various styles and sizes composed in a corrugated, locked base 
holder prevents type from slipping or moving out of line while printing. Self-ink- 
ing printing wheels or rollers should be used for stamping large printing areas. 

Penetrative ink for stamp pads can be had in six colors: black, red, blue, green, 
violet and carmine. A purple hectograph ink can be used to reproduce the rubber 
stamp impression by the gelatin hectograph process. A metal die stamp can be 
used for reproducing an impression by the spirit hectograph process. Rubber stamps 
are also practical for inserting data on direct image offset plates (requires repro- 
ducible ink) and on translucent masters for contact printing. 

Signature Stamp. Facsimile signature stamps can be used for approvals when 
a longhand signature is not required. They can be had in either the ordinary 
stamp with handle or the self-inking type. Signature stamps also can be used for 
hectograph masters, direct image offset plates and translucent contact printing 
masters. 

Date Stamp. Date stamps are available in a variety of styles for use either 
with stamp pad or self-inking. This includes movable band line daters, movable 
band line daters with other words or figures, movable band daters combined with 
special flat rubber stamp, and type set pencil daters (loose type) that slip over either 
end of a pencil. Pencil daters, used by librarians, are practical for checking and 
dating. 

Date and Time Stamp. Time stamps operating in conjunction with date stamps 
can be set manually or operated mechanically by clock. Manually set rubber 


Manual of Office Reproduction 153 





time stamps, indicating the approximate time, are available in oblong stamps (stamp 
pad or self-inking types), the time being set by adjusting a sliding arrow; or round 
stamps (stamp pad type), the time being set by turning an outer metal rim. Mechan- 
ically operated time stamps, indicating actual time in hours and minutes, repro 
duce an impression by stamp pad or by ribbon. 

Numberers. Metal frame band stamps can have four or more rubber num 
bering bands with figures of various sizes and are used for imprinting sizes, lot 
nuinbers, pattern numbers and catalog numbers. Numbering machines, having 
four to seven metal numbering wheels with figures of various size, are used for con 
secutive numbering. These self-inking, hand numbering machines can be set to 
number consecutively or to repeat. 

Hand set numbering machines having a key for each wheel of numbers provide 
a quick way for setting repeat numbers such as models and part numbers that change 
periodically. A multiple copy numbering machine, operated manually, is used to 
number all copies in a unit set of forms through the one-time carbon paper to facili 
tate accuracy in consecutive numbering. An electric numbering machine imprints 


automatically as the paper hits a trigger. 





shipping labels or tags and other mailing pieces, but their development ex 


A DDRESSING MACHINES were originated to address envelopes, postcards, 


panded into the field of imprinting a variety of ofice and shop forms, such 
as pay checks, pay envelopes, payroll register, dividend checks, production orders, 
production schedules, routing tickets, requisitions, cost records, time tickets, coupons, 
vouchers, route sheets, premium notices, utility bills and tax bills. They can be used 
for inserting the headings on ledgers, statements, time cards, job cards and inventory 
records. 

Manually and electrically operated machines are available in a variety of sizes and 
models for basic jobs, and built-in features and attachments broaden the scope for 
specific jobs. These features are automatic selection of signaled frames, automatic 
feed, cutoff device to delete any unwanted data that appears on the plate, automatic 
listing on sheets or continuous ro!ls, shuttle device which permits imprinting two or 
three lines on a plate in a single horizontal line, dater, consecutive and repeat num- 
bering, counter, repeat device to make duplicates, and signature device. 

Automatic form printing machines can be had for combining three major opera- 
tions: printing of the form, both front and back; fill-in of variable data: inserting 
name and address. These machines convert a roll of blank paper into stacks of com- 
pleted forms. In addition to the above, they punch holes for binding, perforate or 
score, date, number, count and stack the forms. This equipment is primarily used 
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by public service corporations for service bills, insurance companies for premium 
notices, and governmental divisions for tax bills. 

Various machines are available for publishers. One prints addresses on the wrap- 
ping label in one operation. Another imprints the address on the margin of a maga 
zine or quarter-fold newspaper. Another automatically addresses, folds and places 
a sealed wrapper around newspapers, and delivers them to mail sacks. 

There are three basic mediums used for reproduction and imprinting on address- 
ing machines: spirit hectograph card masters; fiber stencil cards; and embossed metal 
plates. 

Spirit Hectograph Card Master. The Scriptomatic addressing machine uses a 
card or paper master as its addressing medium. The master can be any size 
and any format. It can be one of the standard tabulating cards (IBM, Rem 
ington Rand or Underwood Samas), or continuous form masters prepared on manual 
or electric typewriters having pin fed platen attachments. 

Several typing attachments are available depending upon the type of master se- 


lected. All attachments automatically feed both carbon and master at the pull of 


a handle. The tabulating card attachments require hand feeding of the individual 
cards but are equipped with automatic carbon feeding devices. It is possible to pre- 
pare many other items such as labels, acknowledgments, pick tickets or other docu 
ments, required to process an order, at the same time the master is prepared. In such 
cases, the master is obtained as a by-product of another typing operation. 

The hectocarbon sheet, in all the typing operations, is placed underneath the 
master coated side up, so that the writing or typing written on the face is readable. 
and the reproducing image on the back of the master is a mirror image. The hecto- 
graph carbon image on the back is the means for the chemical transfer and it can 
be used to imprint up to 250 times or more depending upon the copy stock used. 

One model prints from a master card onto any type of individual material, such 
as envelopes, postcards, broadsides and wrappers, ranging in size from 2” x 3” up to 
15” x 17”. Another model prints from a master to a mailing tape which can be 
from 2%” to 4” in size. In a single pass of the master cards through the machine, 
two tapes are imprinted. One can be a punched tape for mailing machine purposes 
and the other for galley listings. Both machines have complete automatic handling 
of both master and copy material at the same time. 

An internal selection attachment is available for selectivity and flexibility that was 
formerly required with the use of tabulating machines. A complete pattern of 
punched holes can be sensed in the passage of the punched master cards through 
the machine. The impulses obtained from the sensing operation programs the ma- 
chines (through the use of a plug board) to print, skip or eject on the basis of a pat 
tern of holes or on the basis of a lack of pattern holes. This pattern of holes can 
be completely controlled and counted through the use of counter banks which can 
be a part of the sensing unit. 

There are also many types of marking attachments designed for specialized mail 
ing needs. These include the special mark for the beginning and end of towns so 
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that wrappers so marked can be identified after coming through a wrapping ma- 
chine. Corner card attachments also are available for imprinting material with the 
consignor’s name and address the same time the addressing takes place. 


Fiber Stencil Cards (Elliott). Stencils of a colored tissue, mounted in a card- 
board frame, are stencilized by standard typewriter, electric stenciltyper, or hand 


stylus. Frames are available in eight colors for indexing or classifying. Holes can 
be punched or notches die cut in the top and bottom of the frame for automatic 
selection. Characters stencilized into the tissue are legible and indexing is unneces- 
sary. Large frames are available for a posting record. 


These stencil cards are filed in drawers in an indexed order and a complete drawer 
can be loaded into the magazine of the addressing machine. The stencil cards are 
automatically brought to printing position, one at a time, and the flat rubber printing 
pad contacts the stencil, forcing ink through the cut stencil to imprint the image. 

The flat rubber printing pad can be cut out to contact and print only those sections 
of the address card that requires imprinting, eliminating the remaining area. Ma- 
chines are available with double addressing heads arranged side by side to imprint 
from two address cards simultaneously. Cut-out pads can be used in each head to 
transcribe specific data from both address cards. 


Special frames are available for tabulating statistics simultaneously with address- 
ing. This frame has an area which allows for a maximum of 105 holes, electrically 
punched to indicate specific data according to a code. As the stencil frames pass 
through the machine, the name and address are imprinted and the statistics por- 
trayed by the prepunched holes in the frame are tabulated in individual counters 
for each code. 


There are machines that print and address postcards. Stencils (postcard size) 
can be cut by typewriter or hand stylus to reproduce the advertising illustration and 
message on one side of the card, and regular fiber stencil cards are used to imprint 
the name and address on the reverse side. 


Embossed Metal Plates (Addressograph). Metal plates of various sizes are 
embossed on a Graphotype machine (types of various styles and sizes) and the 
plates inserted into metal frames. Index cards or posting record cards are also in- 
serted in the frame. Various types of single, double and multiple tabs can be posi- 
tioned at the top of the frames for classification and automatic plate selection control. 

The plate frames are filed in drawers in an indexed order and a complete drawer 
can be loaded into the magazine of the addressing machine. The frames are auto- 
matically brought to printing position, one at a time, the platen mounted on the 
operating arm of the machine is brought down against the envelope or other matter 
to be imprinted, and the image is reproduced through an inked ribbon of any color. 
Since the impression is made by pressure, several carbon copies can be made at 
the same time the original is reproduced. A continuous label attachment can be 
added to an addressing machine to imprint labels in continuous vertical fan fold form. 

There are five styles of metal plates and frames for combining the filing and 
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writing medium: (1) one-piece plate (plate and frame is one piece of metal used 
with or without index card); (2) card index plate (single plate in frame with index 
card); (3) sectional card index plate (several plates of various sizes and shapes are 
interlocked in one frame with index card); (4) record card plate (large frame with 
extra large index and record card with either a single plate or multiple plates in 
one frame); (5) Cardoplate (a thin embossed metal plate which can be attached to 
ledger cards and other business forms, combining writing and imprinting medium. 
The record form with plate attached is placed in the addressing machine to trans- 
cribe information from the plate). 

It is customary to emboss all pertinent information on the plate. When only a 
part of the data is required, a selective writing cut-off device is used to imprint only 
the portion wanted. The cut-off device is a machined platen having part of the 
rubber face removed to coincide with the plate area to eliminate printing any given 
area. The platen is supplemented by a metal plate guard which is placed over the 
ribbon to mask out the same area. 











Gates Acoustinet Co. 


GRAPHOTYPE IN SOUND CONTROL CABINET. 


The Cardoplate, a self-writing record, is a lightweight embossed metal plate 
which can be attached to ledger records and other forms to combine the writing 
medium and the record. The name and address can be imprinted on other forms, 
such as statements, without removing the plate. Record with plate attached is 
placed in the addressing machine to transcribe the data from the plate. 

The Graphotype machine that embosses the metal plates can be operated auto- 
matically from a punched paper tape which is prepared on any tape perforating 
machine. Productivity of embossing plates can be increased considerably by feeding 


Manual of Office Reproduction 








these prepared tapes through this embossing machin 

Sensing plate and punched hole accounting equipment operates in conjunction 
with an addressing machine to reproduce names and descriptive data, and also 
distribute and add figure information simultaneously from the sensed plates as they 
move through the addressing machine. The sensing matrix consists of either a 
punched card or punched plate placed in a frame which provides for a maximum 
of 27 digits of coded figures for columnar distribution into totalizing registers. 

A reproducing punch is available for sensing the holes punched in the addressing 
plate, interpreting the punching into tabulating cards and simultaneously imprint 
ing all or any part of the data embossed on the plate. 

Metal addressing plates can be used to imprint on any reproducing master: 
gelatin and spirit hectograph masters, direct fluid masters, mimeograph stencils, 
direct image offset masters, and translucent masters. 

An Addressograph machine can be attached in tandem with a Multigraph dupl 
cator to imprint variable data, such as names, dates, and numbers from the ad 
dressing machine and to reproduce the printed form on the relief duplicator in a 
single pass of the blank paper through the synchronized machine: 


The Databosser (Dashew Business Machines, Inc) is a hig 


h speed, automatic 
typesetting and metal plate embossing machine for printing and duplicating records, 
forms, labels, tags, tickets, etc. It can be activated manually or by punched cards, 
punched or magnetic tapes. When activated by punched cards the machine can set 


four 20-character lines of type in two seconds. It can emboss plates at the rate of 


6/10-second each. Based on 1.8 plates per punched card, the Databosser can produce 


about 1000 plates or credit cards per hour. Up to 6000 plates per hour can be 


embossed repetitively by either the electronic or manually activated model. 


ness Machines, Inc 


THE BRADMA ADDRESSING MACHINE THE DATABOSSER. 
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One-Piece Metal Plates (Bradma). Embossed information on plates can be 
read in positive without using a printed card on the plate. Plates have a capacity 
of nine lines of 44 characters each. Embossed indentions provide automatic selection 
when plates are printed. They can be printed in full or in part by means of flat, 
cut-out pads, through a fabric ribbon. Machines can be supplied with data facilities 
above or below the printing copy, number boxes, repeater and listing facilities. 

Feeding units may be temporarily fitted to standard machines for automatically 
teeding single sheets or continuous forms. Machines are available for applications 
requiring non-sequential printing, such as invoicing, utilizing a minimum of plates 
and forms. A multiplate printing machine with number boxes allows fast prepara 
tion of piece-work pay tckets. 

Serial Tape Addressing Printers. The increase in volume mailings of news- 
papers, magazines, direct mail advertising, house organs and annual reports, 
require high speed equipment for addressing continuous labels and mailer strips. 
Continuous labeling offers a number of advantages. Labels may be prepared when 
direct imprint is not practical. They can be prepared at one central location and 
distributed to various locations for application, or they can be prepared at a number 
of locations and be applied at one central location. Roll strip or continuous labels 
are easily and economically transported. Various automatic mailing machines are 
available for high speed application of continuous pack forms, roll strips and 
printed strip labels. 

There are two basic types of serial tapes addressing printers which do not require 
contact between master record and copy printed: label printing attachment on 
punched card accounting machines, and electronic printers. 

Label Printing on Punched Card Accounting Machine. A label printing at- 
tachment for use with IBM tabulating accounting machines makes it possible 
to print 9,000 three-line labels an hour. Feeding paper tape through the machine’s 
printing mechanism at an angle is largely responsible for the device’s high speed 
since it permits simultaneous printing of the fourth, third, second, and first lines 
of four different labels. 

One reel, 11” in diameter, holds sufficient tape to print more than 10,000 labels. 
During the printing operation the tape is also punched with the holes required for 
feeding it into commercially available mailing machines. 

3ased on punched cards, this method of writing labels is especially advantageous 
to punched card users having volume mailings. The use of punched cards for this 
purpose reduces necessary filing space and makes possible easy selection of address 
classifications for which labels must be prepared. 

Electronic Printers. There are two basic types of electronic printers: electronic 
facsimile printers and transfer printers. (Transfer printers serve as an auxiliary 
to electronic facsimile printers when there is a need to print direct to unit or cut 
forms. ) 

Electronic Facsimile Printers. Addressograph electronic facsimile printers transcribe 
information directly from unit card records to produce mailing tape or imprint 
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continuous forms. The cards may be plain or punched tabulating cards (IBM, 
Remington Rand, or Underwood Samas) having statistical or accounting control 
codes. Master data for electronic transcription may be recorded on the cards by 
typewriters, key-driven accounting machines, interpreters or tabulating machines, 
equipped with gothic type faces. 

The image-bearing cards are automatically fed into the electronic printer and 
the written information appearing on them is scanned photoelectrically. Light 
signals generated at the scanning point are converted to electrical impulses, then 
amplified to energize electrical printing elements which produce facsimile images 
of the scanned letters and numerals on various kinds of forms. 

There are five different types of electronic facsimile printers: 

(a) A machine that produces 74” wide, four-line labels, at speeds up to 12,000 
per hour, ready for use on automatic mailing machines. 

(b) A machine that produces labels or mail tape in duplicate, to provide for a 
vault record or proof list as a by-product of addressing. Both labels may be used 
for mailing if desired. 

(c) A machine used to address various types of preprinted documents, such 
as sales promotion forms, bills, checks, notices, etc. This machine is capable of 
handling forms in a variety of sizes and thicknesses but all forms must be con- 
tinuous in either rolls or fanfold packs. 

(d) A machine to print name and data information by means of multiple sets 
of printing elements, at two or three points simultaneously. This simultaneous 
printing, at no loss in speed, is made possible because the electronic printing process 
requires no card-to-form contact. The machines are arranged to feed a single web 
of paper with the stubs arranged vertically on each form. 

(e) A machine to sense and compare punched data in successive master cards and 
automatically dye-mark single or duplicate output tapes for group identification. 
Automatic group identification eliminates the need for separator cards in a file. 


Weber Addressing Machine Co. 


WRITING ADDRESS MASTERS ON A 
BRADMATICKET PAY COUPON MACHINE. TABULATOR. 


Adrema Ltd. 
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Transfer Printers are employed when there 1s a need for printing directly to 
envelopes, folders and other media not obtainable in continuous form. The ad- 
dressing medium employed is either a transverse or a vertical master tape produced 
in continuous form. The data on the master tapes is recorded in reverse or mirror 
image on the back of the tapes for reproduction transfer. 

Reel Feed Printer Using Transverse Master Tape or transfer master which re- 
sembles a mail tape except that data is recorded on the back in reverse. Master tape 
is imaged in the electronic facsimile printed using a carbon ribbon containing a 
unique formulation which may be released from the master to an envelope or form 
by the application of controlled heat and pressure. A single roll of this master tape 
may contain 7,000 or more four-line name-and-data units. 

This transfer printer is mechanized for advancing the tape and transferring 
images. Envelopes, cards, broadsides, folders and other unit forms to be imprinted 
may be hand fed or automatically fed at speeds up to 9,000 per hour. Several types 
of listing devices are available for feeding and imprinting onto continuous forms 
or paper duplicating masters. Master tapes may be rerun to produce a second im- 
print. 


Addressograph-Multigraph Corp. 


ADDRESSING MACHINE IN TANDEM 
WITH AN OFFSET DUPLICATOR. 


Continuous Form Feeding Printer Using Vertical Fanfold Masters are transfer 
printers for imprinting a variety of forms from vertical masters prepared in con- 
tinuous pin-feed form on tabulating machines or other machines not adapted to 
feeding of unit or cut forms. 


The transfer master, backed by a facing sheet of transfer carbon, is imaged in a 


tabulating printer or other continuous form printer, often as a by-product of another 
writing operation. The imaged continuous form master is then placed in the transter 
printer which is equipped with two feeders, a vertical feed for the transfer master 
and a transverse feed for the unit forms to be imprinted. As the master tape 
advances, envelopes or unit forms are automatically fed to the printing station, 
and successive data units are transfer printed from the master to the forms. 
Addressing Devices. The development of several types of manual devices and 
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smaller machines permit the use of the addressing principle for reproducing lists 


and other classes of work. 

Perforated Sheet Labels of any bond or gummed backed stock can be used for 
preparing a quantity of address or marking labels for the same names or items. An 
84” XX 11” sheet with two vertical perforations dividing the sheet into thirds, and 
with ten horizontal perforations dividing the sheet into elevenths, provide 33 labels 
to the sheet. A small quantity of labels can be prepared on a typewriter using carbon 
paper, or a larger quantity can be reproduced by any duplicating process such as 
hectograph, mimeograph, offset or whiteprint. A set of sheets are used for each 
mailing by separating the sheet of labels into strips and attaching a label to each 
mailing piece. The other reproduced labels are held and used for subsequent 
mailings. 

The spirit hectograph addressing process employs a hand device somewhat like 
a hammer. A small drum in the head is filled with duplicating fluid which moistens 
a felt pad. The surface on which the impression is to appear is moistened by running 
the felt pad over that area. The master is placed on top of the moistened surface 
(face up), and a roller located on the opposite side of the moistener of the device 
is run lightly over the master to transfer the impression to the copy sheet. 

A multiple master unit set containing five or more small masters in gangs can 
be separated at perforations or cut to size. The hectograph carbon is under the 
master (coated side up) so that typing or writing on the face makes the carbon 
impression on the back, the same as any spirit master. The moistened surface causes 
a small amount of the purple aniline dye of the carbon images to be transferred 
from the master to make the copy. A master will reproduce about 100 impressions. 

The small masters can be placed in a frame, or they may be glued over a die-cut 
hole in a vertical card, an edge-punched card, or any other kind of card for filing. 
A practical application is to affix the master at the top of a machine ledger card to 
provide a duplicating method for addressing statements. 

The repetitive typing or writing of columnar headings on work sheets, journals 
and tabulating forms can be eliminated by using an accounting form titler. The 
headings or columnar titles are written or typed on a translucent strip spaced to 
conform with the sheet to be imprinted. The strip is backed up with spirit hecto 
graph carbon paper to place the reproducing image on the back. The strip is placed 
in a wire frame and the process explained above, using the hand device, is used to 
transfer the headings to the sheets. 

A stencil addressing process uses small stencil sheets or stencil cards (a stencil 
within a frame), which are stencilized by typewriter, longhand with stylus, or with 
an instrument for embossing type. These are used in a handstamp holder or 
rocker-type stencil duplicator. They serve a practical means for reproducing short 
runs or for imprinting on a variety of materials that cannot be fed through other 
kinds of duplicating or printing machines. 

The stencil sheets or cards are placed on the base of a handstamp having an 
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inked pad which causes the ink to force through the stencilized image when 
pressed in contact with the material being imprinted. An alternate to this is to 
place the stencil card on the copy sheet and apply the ink with an ink roller. 
Stencils of this type will reproduce 1000 or more impressions. 

The hand stencil duplicator will print on unvarnished wood, cardboard, wall- 
board, corrugated cartons, cloth and various types of paper and packaging ma- 
terials. It will also print on the inside of bound books, directly on packages 
or boxes in awkward locations impossible to reach by most other methods. Ideal 
for addressing shipping labels or tags or for preparing a quantity of package labels. 
Can also be used for printing and addressing postcards. 

Stencils can be die-impressed with the shipper’s name and the consignee typed 
in so that both are reproduced on blank paper. The facsimile label can be printed 


} 


direct on cartons by the carton manufacturer and a hand stencil used to imprint 


the addressee’s name. 

Name and address (header) punched tabulating cards, used for preparing order, 
invoice, or shipping forms, can be rerun through a tabulating machine to auto- 
matically cut continuous stencils with the ship-to address. The continuous fan- 
fold labels can be sent to the shipping department for separation and used for 
stenciling. Continuous stencils also can be prepared on a typewriter. 

Small stencil sheets may be used as a part of a unit set of order forms to pro- 
vide an address stencil as a by-product of typing the order. The stencil set con- 
sists of a yellow stencil, black carbon sheet and a backing sheet. The backing 
sheet is removed to expose an adhesive strip at top which permits the stencil to 
be inserted over the ship-to area in the unit set of forms. After typing, the stencil 


is removed from the set and placed on a hand stamp holder to imprint a sufficient 


quantity of address labels or tags. 


Datawriter 18 an inexpensive, light, portable machine for transcribing data from 
embossed plates to any form up to card thickness. An inked roller is pulled across 


S & M Distributing Co. 
SPIRIT DUPLICATOR FOR HEADING FORMS. 
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the surface of the form placed against the embossed plate, making a clear printed 
impression on it. Sufficient pressure is automatically exerted to print through carbon 
sets. The lightweight, special alloy aluminum plates (Dashaplates) can be backed 
with a special adhesive to attach them to ledger cards. Data embossed on these plates 
can be transcribed to other forms. Dashaplates are available in ten colors for coding 
purposes. 

Datawriter 19 is similar to the Charg-A-Plate machine, except that it is designed 
for single forms rather than bound books. Mounted on a desk or bench this machine 
uses the dry or inked roller principle to print from embossed plates through carbon 
or by inked impressions. In combination with the Databosser. and unitized embossed 
plastic plates, the machine is used for credit card charge systems. The plates are 
termed selfwriting metal documents. Being readable, they can be used for identifica 
tion of property and equipment as well as raw materials, tools, parts and products. 
Various attaching methods include wire, adhesive, banding, tacking, etc. Auxiliary 
equipment will automatically and simultaneously attach tying wires, coat tops 
of embossed characters for easier reading and notch plates for sorting or coding. 
ly). Three duplicating proc 


Manual Addressing Machine. (‘For addressing on 
esses have been applied to small manually operated machines for addressing 
envelopes, labels and tags exclusively: spirit hectograph tape; stencil frames; relief 
type. These machines are applicable for addressing only. There are no attachments 
for performing other work. 

Spirit hectograph tape masters are prepared on a continuous paper roll in com- 
bination with a roll of hectograph carbon paper placed underneath (coated side 
up) so that the typing on the face also makes the revise carbon impression on the 


back of the master. Names are recorded on this master list at consistent inter- 
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Heyer Corp ) Sten-C-Labl, Inc. 
HAND DUPLICATORS FOR SPIRIT (left) AND STENCIL (right) MASTERS WHICH CAN 
BE PREPARED ON MANUAL OR AUTOMATIC WRITING MACHINES. 
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vals, and the tape is mounted on two rollers placed in a carriage in the machine. 
As the envelope is moved into place, other rollers apply the fluid over the area 


where the address is to be printed. Each new address on the tape is brought 


into printing position mechanically or manually by a slight movement of the front 
tape roller. The actual reproduction of the address is caused by lowering the 
tape carriage so that the hectograph image touches the dampened area on the 
envelope to transfer the address. 


A machine having the tape rolls above the printing surface contains a plastic 
pressure plate which provides a clear view of the address on the face of the tape 
for selective addressing. 


A machine having the tape rolls below the printing surface has a stationary 
tape carriage and the pressure handle contains a mirror for reading the carbonized 
address that appears on the back of the tape for selective addressing. The tape 
for this can be typed with the typewriter ribbon in stencil position to facilitate 
sharp carbonized characters on the back. 


Foldover gummed correction slips may be used for corrections or changes. To 
make a change of name or address, type the corrected name and address on the 
folded slip which is backed with spirit hectograph carbon paper. The gummed 
inside of the folded slip is moistened and placed over the front and back of the 
tape at any location. The folded correction slips come in sheet form perforated 
in gangs to tear at the correct height for an address. As an alternate, correction 
slips may be typed on the adhesive side of gummed paper with the hectograph 
carbon image appearing on the reverse ungummed side so that the face can be 
moistened and placed over the incorrect address on the back of the tape. 


The machine is applicable for duplicating one or more copies from each address 
on the list. An original name list may be used for repeating approximately 100 
addresses. 


Individual vertical cards can be substituted for the tape to index statements or 
other forms. This is done by typing the name and address on gummed file folder 
labels. The perforated labels may be in sheets or continuous strips. The typing 
is done in the top half of the gummed side of the label so that the hectograph car- 
bon image appears on the back. The top half is moistened and affixed to the 
upper left or lower right corner on the back of the card. The lower half of the 
label is folded at the score to provide a protective cover over the hectograph 
portion and keep it from smearing other cards in the file. This flap is pulled 
down when each card is inserted into the machine for imprinting the address on 


other forms. 


Card jackets also can be used to house address slips. The jacket is a folded 
card record and is die-cut to have the name on the address slip visible for in- 
dexing both. This combination allows keeping the record and the medium for 
address imprinting in one file. 
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An inexpensive portable spirit addresser is made to fit the hand. It holds a tape 
roll containing up to 250 adresses which can be duplicated in any location on any 
form or envelope. Master rolls are changed as easily as a roll of camera film. 

Stencil frames of lightweight card stock contain stencil sheets which take nine 
typewritten lines. Stencils are prepared by typewriter or longhand with stylus. 
The stencilized card frame is attached to a small drum in the machine which 


contains the ink. The ink is fed from the drum through the stenciled image as 


it makes contact with the label or tag being addressed. This machine requires 


the use of perforated continuous labels or tags. An impression = 1S made with 
each turn of the handle and the labels or tags progress automatically for the next 
impression. 

This machine is used for repetitive addressing requiring a quantity of labels 
or tags of the same name. It can also be used to duplicate a quantity of packag 
ing labels. Labels may be on gummed paper. 

Relief type is used on a tag addressing machine to print blank tags in continu- 
ous strips with a business card at the same time it prints the name and address 
of the consignee. Its application is for the preparation of a quantity of addressed 
tags for the same addressee. Gothic style type located on a series of wheels, on 
a shaft, are set up by levers on the front of the machine. After the type is set 
up, the dial counter is set to the number of tags wanted and the crank is turned 
to imprint the tags. The turning of the crank carries the.tag beneath the wheels, 
inks the type and makes the impression. The machine comes to a stop when the 
proper number of tags has been printed and it will cut off the last tag. The ma 
chine will print four lines of address in the body of the tag as well as the busi 


ness card (printed from a plate) at the top of the tag. 








UNCHED CARD ACCOUNTING MACHINES are usually not considered 
in the reproduction field; however, certain machines are applicable and can 
be substituted to perform some of the steps in duplicating operations. The 
basic record unit is the punched card. Original data appearing on another docu 
ment, or entered directly on the card, is permanently recorded in the card by 
punched holes. The card is then used to contro] various automatic machines 


which sort, collate, reproduce, compute, print and perform other operations. 


Punching of cards may be done by several means: (1) key punch which has 


a keyboard similar to that of a typewriter and 10-key adding machine; (2 


(hand) punch; (3) graphite pencil marked, the marks in turn being sensed and 


decoded electrically with the data punched automatically; (4) reproducing punch; 


) spot 
(5) summary punch; (6) multiplying, calculating and computing punches; (7) 
as a by-product of typewriting operations, the typewriter card punch consisting 
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of an electric typewriter connected by cable to a card punch; (8) as a by-product 
of a bookkeeping machine operation using a punch electrically connected and 
synchronized with the bookkeeping machine; (9) tape controlled punches, where 
perforated paper tapes, prepared by communication system, typewriter, adding 
machine and bookkeeping machine tape punches are sensed electronically with 
the data punched automatically in the card with a tape-to-card machine. 

The sorter is used to arrange caids in the sequence required for the final re 
port or record to be printed by the accounting machine. Once a record has been 


prepared, cards may be rearranged in other sequences for the preparation of other 


records. The number of different arrangements possible is limited only by the 
number of different identification codes punched in the cards. 

After punching and sorting, the cards are ready for use in preparing the printed 
report or record. This is done by the printing accounting machine which auto 
matically prints the accounting or statistical record made up of the data punched 
in the cards (which have been arranged by the sorter) at the same time adding 
and subtracting the arithmetical entries to be printed as net totals in accordance 
with the requirements of the record being produced. 

Three basic types of printing are performed by this machine: (1) listing: every 
card is printed; (2) tabulating: cards with the same control or identification 
code are combined in a single entry with a total for each entry and a grand total 
of all totals; (3) combined list-tabulate: a combination of the first. two print 
ing operations. Various devices and attachments for this machine make possible 
the preparation of the reports in any desired arrangement. 

The reports may be done on either single sheets or fanfolded marginally-punched 
continuous forms which are blank or printed with the required rulings and 
descriptive headings such as Invoices, Checks, Statements, Pay Registers, and Jour 
nals. Generally, interleaved one-time carbon of the proper weight is included, 
if multiple copies (up to 10 or 12) are to be prepared. 


Spirit hectograph masters, mimeograph stencils and direct image offset masters 
also can be prepared on the accounting machine where more than 19 copies are 
needed or if the forms set does not have a sufficient number of carbon copies. 
These masters or stencils may be blank or printed (in reproducible or non-reproduc 
ible ink) and are available in continuous sets with marginal punching for con 
trolling the registration and alignment while being fed through the carriage at 
high speed. Translucent paper (blank or printed in cut sheets or rolls) can be 
used for preparing the report, thus providing a master for reproducing copies 
by any diazo process. The machine may be equipped with a bill or cut form 
feeding device to automatically feed, position and eject the individual documents 
being prepared. These may include single or multiple copy cut paper form sets, 
folded forms, punched cards, card or paper checks and envelopes. 

The card interpreter is another machine which prints. It automatically prints 
alphabetic and numeric information on the tabulating card in which the. in- 


Manual of Office Reproduction 167 





formation is punched, or reads the information from the punched card and prints 
it on a following card printed in the format of and used as a ledger. One machine, 
when used in conjunction with a reproducing collator, automatically finds the 
next open line on the ledger and posts the information contained in the preced- 
ing punched card. 

Paper tapes may be punched by card controlled tape punches. The tapes in turn 
may be used to control the transmission and printing of communication equipment; 
to control tape controlled typewriters, etc. 

There is also an end-printing reproducing punch which prints on the left end 
of the face of a tabulating card. The punching which determines the printing may 
be in a preceding master card or it may be on the same card on which the print- 
ing is to be done. Eight digits or letters may be printed. 

A label printing device attached to a tabulating accounting machine allows print- 
ing continuous paper tape address labels at high speed from tabulating cards. 


IGNING MACHINES which increase control, insure against fraudulent dupli- 
cation and save executives’ time are considered safer and more productive than 
manual signing of checks. There are three different types of machines ap- 
plicable for signature work, the first two being of the imprinting type, one for 
signing individual checks and the second for signing continuous checks. The 
third is an actual pen and ink automatically written signature. 
The machines for signing individually cut checks (with or without stub) afford 
the same protection. One type is operated manually, the other electrically. Both use 
two copper etched plates to assure distinct impressions. One plate prints the fac- 


simile signature or signatures in a solid color, the other imprints the background 


design over the signature through a multi-colored ribbon. The combined design 
and colors present safeguard against forgery. Machines have two locks and two 
keys to prevent unauthorized use. An inaccessible, non-resettable meter records 
every check signed. The electrically operated machine can be linked in tandem 
with a check protector to perform check protection and signing in one operation. 

A machine combines three operations into one: imprints the date, shreds the 
amount figures and applies the signature onto the check in the same operation. 

Continuous check signing machines can be used to sign other size continuous 
documents. Forms can be signed, dated, numbered and imprinted with other 
matter along with the trimming of perforated margins, detaching the single 
form from the continuous strip and stacking them in consecutive order in one 
operation. Printing plates can be changed for various imprinting jobs. 

Pen and ink automatically written signatures by machine are made in pen and 
ink. A plastic cam-type, master record is made and from it any fountain pen is 
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actuated by a system of linkage arms. The pen writes the signature repeatedly, 


as many times as desired, all signatures being identical. Checks, letters, documents 
and any other paper requiring a legal pen and ink signature may be so signed. 
Papers are hand fed and an average of about 3000 can be signed in an 8-hour day, 
by unskilled help. The cam can be replaced by another in about two minutes. 


NDORSING MACHINES imprint from interchangeable or fixed printing 

heads, and used by banks and offices that handle quantities of checks to speed 

endorsing or cancelling operations. These machines are used in conjunction 
with adding or posting machines or in combination with check microfilers. When 
used with microfilm machines, checks pass automatically into the endorsing ma- 
chine after being photographed. 

The Tickometer is a combination machine that counts and imprints simul- 
taneously or does each operation separately. It will count, date, cancel, code, 
endorse and imprint all kinds of paper items at speeds up to 1,000 pieces a minute. 
It is applicable for counting or imprinting tickets, coupons, checks, labels, sales 
slips, production tickets, piece-work records, tickets and paper currency. 

Perforating Machines. Perforating data on papers is a substitute method of 
imprinting. The process of imprinting documents with rubber stamps is being 
replaced with perforating equipment to speed up this operation. Perforators will 
punch holes in 20 sheets of paper at a time and not obliterate source document 
information. 


Pitney-Bowes, Inc 
Above: THE TICKOMETER. 
At Right: DATING AND NUMBERING 
PERFORATOR. 


Cummins-Chicago Corp. 
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Perforators are used for cancelling, validating, multiple marking, receiptiny, cod- 
ing, sample marking and for special material marking. Mail handling is stream- 
lined by receipting incoming mail with perforators. Other applications are the 
marking of source documents and dating outgoing invoices. The shipping date can 
be perforated through all copies in an invoice set in one operation rather than re 
placing a typewriter for dating. 

Hand operated machines are available for perforating simple repetitive data such 
as date, number, paid, void and canceled. Electrical machines are used to perforate 
larger areas having more complex data or for data that must be changed from 
time to time. They can also be used for automatic consecutive numbering. Multiple 
purpose perforators are made to punch an infinite combination of inscriptions by 


simply turning a selector dial. 


BINDING & F 


FTEN a job is not complete after reproduction on a duplicating machine but 

requires various additional operations to make the material more adaptable 

for use. The equipment required depends upon the volume and the kind of 
work being done. Finishing operations include: 

Cutting. A hand operated or motor driven paper cutter is essential. Paper, 
card stock and carbon paper costs can be reduced by purchasing basic sheet sizes in 
reams and cutting them to your own size requirements. 

Collating. When the different parts in a set of forms are on colored papers, 
or different colors of ink are used, or when the design of each copy is different, 
it is necessary to collate them by gathering into sets. The collating equipment 
required may be a flat surface for simple gathering of sheets, a manual gathering 
rack or an automatic vertical or horizontal collating machine. 


Jogging. Printed sheets ejected into the receiving tray of the duplicating 
machine, or sheets that are collated, require jogging to place them in order for 
padding or packaging. Small jogging machines that vibrate a stack of papers to 


line up the edges are made for this purpose. 

Padding. Padding blocks and a clamp are required to hold a stack of papers 
in position for padding. Padding glue can be applied with a small brush. Costs can 
be reduced by eliminating the chipboard backing sheets normally placed on the 
bottom of a pad of forms. 

Punching and Drilling. Various types of hand punches are available for punch 
ing round holes in paper. A motor driven paper drill should be used when 
there is a large volume of work. A slitting attachment can be used on a paper 
drill to make slit or slotted holes in sheets for use in post binders. 

Cornering. It is advisable to round the corners of cards and sheets that will 
receive considerable handling, to keep the corners from becoming dog-eared and 
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Challenge Machinery Co. 


POWER PAPER CUTTER. 


Syntron Co. 


PAPER JOGGER. 


General Binding Corp 


ELECTRIC PLASTIC BINDING PUNCH. 
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Inserting & Mailing Machine Co 
ENVELOPE STUFFING MACHINE. 


Cummins-Chicago Corp 


PLASTIC BINDING MACHINE. 


Thomas Collators, Inc. 


COLLATING MACHINE. 





Specialty Co. 
GATHERING RACK "AND JOGGER. 


Martin-Yale, Inc. 


FOLDING MACHINE. 
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Curry Mendes Corp. 


POWER COLLATOR AND JOGGER. 


PAPER DRILL. 


chael L ith, Inc. Cheshire Mailing Machines, Inc. 
MANUAL PAPER. CUTTER, ADDRESS LABELING MACHINE. 
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torn. Small hand operated machines are available or a cornering attachment can 
be placed on the paper drill to perform this operation. 


Perforating and Scoring. A perforating and scoring attachment can be placed 
on a Multigraph machine or Davidson duplicator to perform these operations as a 


by-product of the printing, or the sheets may be run through separately to perform 
these operations. High speed flatbed perforating and scoring machines are available 
for volume work. 


Folding and Insterting. There are a number of small, medium and large fold- 
ing machines available for all folding operations. Some machines will also insert 
the folded sheet into mailing envelopes. 


Stapling. Hand and electric stapling machines are available to staple booklets, 
pamphlets, and set constructed sheets. Long armed stapling machines are used for 
saddle-stitching large booklets. 


Numbering. Hand operated numberers and duplicating machine attachments are 
available to number forms consecutively for control purposes. All copies in a set 
stuffed with one-time carbon paper can be numbered at one time to facilitate 


accuracy. 


Carbon Stuffing. The use of one-time carbon paper requires stuffing the sheets 
in sets manually, on collating racks or machines. Special machines are available for 
collating carbon interleaved forms. 


Wm. A. Force & Co. 
NUMBERING HEAD FOR MARK-SENSE 
CCDBING, 
Pitney-Bowes, Inc. 


PACKAGE IMPRINTING MACHINE. 
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THE FAST, 


TO DRILL,SLOT, INDEX,CORNER, SLIT. .. 


is with a CHALLENGE 
PAPER DRILL 


5 to 40 Times Faster 
Than Paper Punching 


Why depend on outside sources to 
handle work you can do more 
quickly and economically in your 
own plant? For instance, if you 
replace that old, outdated hand 
punch with a modern new Chal- 
lenge Paper Drill, you can speed 
up many of your punching opera- 
tions tremendously! It doesn’t take 
much skill or training. After brief 
instructions and practice, even an 
office girl can do a _ professional 
job of meeting your punching, in- 
dexing and cornering requirements 
for office forms, sales bulletins and 
all types of printed matter. The use 
of standard fixed gages will make 
repeat runs almost automatic—ac- 
curately position: any number of 
holes. 

Challenge offers a full line of 9 
paper drills, with hand, foot or 
power controls—to meet your re- 
quirements. 


This shows samples of some of the wide variety of 
slitting, slotting, U-opening and cornering for loose 
leaf forms, indexing and printed sheets that can 
be produced on Challenge Paper Drills. 











CH.104-S 














CONVENIENT WAY 


CUT AND TRIM PAPER 


and a CHALLENGE 


LEVER OR POWER 
PAPER CUTTER 


- . . Safe and simple 
for anyone to operate 


Think of the time and effort you 
can save by having your own paper 
cutter in connection with your of- 
fice duplicating operations. You can 
cut or trim up to a 2 inch stack of 
paper in one slice. Challenge makes 
both hand operated lever and pow- 
er-operated units—available in the 
range of sizes most widely used by 
duplicator users—19” though 30”— 
also power cutters up to 37”. 


Be sure you get the facts, however, 
about the new inexpensive 19”, 23” 
and 30” power cutters before you 
buy. They are safe and easy for 
anyone to operate—even inexperi- 
enced help. 

Challenge Power Paper Cutters 
and Challenge Paper Drills are 
available through leading Duplica- 
tor and Printing Equipment Deal- 
ers in all principal cities. 


TRADE-MARK ® 


THE CHALLENGE MACHINERY CO. 


Grand Haven, Michigan 


> CITY 


CHALLENGE 
Power Cutters 


1934”—2610” and 301” 
sizes. Designed to provide 
small plants with power 
cutting at minimum invest- 
ment. Safe, accurate and 
easy to operate with hy- 
draulic power. 


in 


CHALLENGE 
Lever Paper Cutters 


in 193¢”—261%4” and 3014” 
sizes. An economical cutter 
for shops where a practical 
cutter is required for han- 
dling substantial cutting 
requirements. 
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THE CHALLENGE MACHINERY COMPANY ORM 
GRAND HAVEN, MICHIGAN 


For More Information Circle No. 


| would like information on 
ae 


[_] Challenge Paper Drills 
[_] Challenge Paper Cutters 


NAME 





POSITION 
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» +. an organization trained to 
serve... with years of experience 
in serving 

2 COMPLETE LINES OF DUPLICATORS 


~~ ~ Multilith” Offset _ Relief Process 
Bi with every service necessary to 


continuous profitable operation 
"EXPERIENCE ENGINEERED 
TIME TESTED * USER ENDORSED 


TWELVE BASIC MODELS 


Multiqraph Duplicators 


ADDRESSOGRAPH-MULTIGRAPH CORPORATION 
CLEVELAND 17, OHIO 


Addressograph, Multigraph and Multilith are registered trade-marks of the A-M Corporation. 
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National has important news for 
8 
The dupli- 


busin “ss every where 
ibove were 
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yut irbon paper 


This is made possible by use of a 
special paper 
research laboratories of 
tional Cash Register 
It is called ‘“‘“NCR Paper” (No 
Carbon Required). NCR Paper 
puts an end to irksome handling 
inserting, 
It may be 
of business 


developed by the 
The Na- 


Company 


of carbon paper re- 


moving, used 
for 


forms. 


storing. 


almost all types 


Saves Time, Avoids 
Smudges. Faster, can’t smudge 


copies or fingers. Making mul- 


tiple records is now as easy as 
picking up 3, 4, (or more) forms 
rom a stack and inserting then 

1 typewriter or business ma- 
hine. And NCR Paper provides 
exactly the same advantages when 


making copies by hand 


(receipts, 
sales slips, guest checks, et 
Better Copies. When forms 
are placed together and 
on by typewriter, 
machine, or by hand lear, 
clean are made 
carbon paper 


written 
business 


copies without 


Ends Carbon Paper 
Disposal. With NCR Paper, 
ind disposal of used 
arbon sheets are avoided. 


removal 


THE NATIONAL CASH REGISTER COMPANY, vayYTON 9, OHIO 


989 OFFICES 


IN 94 COUNTRIES 


Iry the ‘new 


1 at the ease, 


sim- 


time- 


imaze 
f t leanliness ind 
multiple 


brings 


your 

r NCR Pape 

sisonal vebresenia 

The Natwonal Cash 
Co., Dayton 9, Ohio. 


STRAODE MARK REG. U.S. PAT OFF 


ACCOUNTING MACHINES 
ADDING MACHINES » CASH REGISTERS 
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393,216 BINARY DIGITS 
98,304 DECIMAL DIGITS- 


This is the additional 
storage capacity of the 


MAGNETIC DRUM 


connected to the 
GAMMA 38 electronic computer. 
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© ACCOUNTING PROBLEMS 


© OPERATIONS RESEARCH 
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COMPAGNIE DES MACHINES BULL 


CAPITAL 550 / FRANCS 


Electromechanical & Electronic Machines Operated by Punched Cards 


94, AVENUE GAMBETTA, PARIS XX, FRANCE 
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R.C. Allen ......... 
allows gives you finedt vod! 


The new R. C, Allen Electrite is a happy combination of the best 
features of an electric typewriter and a manually operated type- 
writer. It provides the ease and uniformity of electric typing at 
the cost of a manual machine. This ingenious design gives elec- 
tric operation where 95% of all typing actions are performed, 
but retains manual operation where 95% of all electric service 
complaints occur on full-electric models. For complete informa- 
tion on this remarkable new machine, cal! your R. C. Allen 
typewriter dealer, or write: 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS + CASH REGISTERS - ADDING MACHINES + SAFES FILES » BOOKKEEPING MACHINES 


For More Information Circle No. 236 


<—For More Information Circle No. 103 








TEMPORARY <f 
OFFICE HELP? |; 


CALL 
manpower, inc. 


FOR ? 
TYPISTS, STENOS, * 
OFFICE WORKERS 


Use our trained employees at low 
hourly rates. We'll work in your office 
for any length of time — 4 hrs., a 
day, a week or longer. ; 
Branch Offices in over 80 U.S. Cities 


= HOME OFFICE: 
manpower, inc. 


820 N. PLANKINTON AVE. 


MILWAUKEE, WISCONSIN 
We are not an 


employment agency 


MANPOWER INC. OFFICES ARE LOCATED IN: 


Akron 


Albuquerque 


Allentown 
Atlanta 
Baltimore 
Boston 
Bronx 
Brooklyn 
Buffalo 
Chicago 
Cincinnoti 
Cleveland 
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Columbus 
Daiias 
Dayton 
Denver 
Des Moines 
Detroit 
Evanston 
Fresno 
Grand Rapids 
Hammond 
Hartford 
Houston 


Indianapolis 
Jacksonville 
Jersey City 
Kenosha 

Los Angeles 
Manchester 
Milwaukee 
Minneapolis 
Newark 
New Haven 
New Orleans 
New York 


Niagara Falls 


Ookland 
Omaha 
Paterson 
Philadelphia 
Phoenix 
Pittsburgh 
Portland 
Providence 
Racine 
Richmond 
Rochester 


St. Louis 

St. Paul 

Salt Lake City 
San Diego 
San Francisco 
San Jose 
Seattle 
Sherman Ooks 
South Bend 
Springfield 
Syracuse 
Tacoma 
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Tampa 

Toledo 

Tucson 

Waterbury 
Waukesha 

White Plains 
Hovona, Cuba 
Johannesburg, S. A. 
London, England 
Paris, France 
Montreal, Canada 
Toronto, Canada 





NEWEST TREND IN 
PAPERWORK SYSTEMS 


Weber Stencil for addressing 
shipments can be cut as part 
of your paperwork procedure 


I'wo jobs must be done before your prod- 
ucts can be shipped — paperwork must be 
prepared and containers addressed. Here 
are several modern Weber systems for tying 
the jobs together at savings in time and 
effort. 


BY-PRODUCT Weber Tab-On 
tabbed over ship-to area of your invoice 
bill-of-lading or shipping forms and cut 
as a by-product of the forms writing. Ir 
one typing, addressing master and form 
are prepared with customer's address 


Stencil is 


Key to the efficiency of these systems is the 
Weber stencil which is cut as part of your 
order-invoice writing procedure and_be- 
comes your shipment addressing master. 
This inexpensive paper stencil can be cut 
as a by-product of your forms writing on 
automatic equipment, or separately. Re- 
gardless of your paperwork procedure or 
equipment used, can integrate the 
Weber stencil. And once it’s been cut, it’s 


you 


ready to address labels, tags or use directly 


CONTINUOUS STENCIL Weber Continu- 


on cartons with Weber hand 
machines. 


Le 0k 


into the 


See the coupon below. 


INTEGRATED DATA PROCESSING EQUIPMENT, 
writer (left) and Teletype (right) equipment, and other punched 
card and tape operated machines cut Weber stencils as part of 
Stencils can be adapted to practically 


user’s paperwork system. 
any modern forms procedure. 


| Weber | 


Div. of Weber Addressing Machine Co. Inc., 
Mount Prospect, Illinois 





Marking 
Systems 





Creators of systems for addressing and 
marking labels, tags and containers. 


dev iC es or 


remarkable advantages of 
these Weber marking systems right away. 


Matic Stencils, mounted in continuous 
form on marginal punched carrier sheet, 
are cut quickly and easily on typewriter, 
automatic tabulating equipment, and 
other punched-card and tape operated 
machines 





CUSTOMER’S ADDRESS is im- 
printed directly on cartons with 
Weber stencil hand device. This 
popular addressing system is 
fast, neat and systematic 


such as Flexo- 


———————-~~—~~———-- ~~~ 


T weser MARKING SYSTEMS © Dept. 22-1, 
| Mount Prospect, Illinois 
[) Please send information on Weber Stencils and how 
they can simplify our shipping paperwork procedure 
| Name 
Firm. 
Street 


I city 


casi steele el les midst cle ke ted ae mek Se ns es een es al 
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ce wn 


==Enlargement Prints Direct 
from Microfilm... 





¢ 
ont renee 
oe vee 


oe 
nent 


iF cas 
ft 
raps . - ~oanmanggeal 5 as 





with FILMSORT 


Filmsort, the most complete system for 
unitizing microfilmed documents, also 
provides the key to the simplest and most 
effective means for making enlargements 
direct from the film when prints are 
needed for distribution or other purposes. 
The Filmsort Aperture card is the master 
from which enlargements of filmed re- 
cords can be made through electrostatic, 
xerographic and photographic methods. 
The Reviewer reader shown above is 
only one of several Filmsort viewers 
which double as enlarging units. 


For the latest and most versatile systems 
for unitized microfilm and for the mech- 
anized filing, sorting and reproduction 
of filmed records, see your local Filmsort 
distributor 


FILMSORT | 
‘ —- a — 
FILMSORT DIVISION 
DEXTER FOLDER COMPANY 


Pearl River, New York 
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‘set’ your own display type 


PHOTO-COMPOSE TYPE BY SIMPLY DIALING! 


8easeaeaa, 
——— 





te 


Peysivy sae nie’ 





icant 





¢ : = | : ) By the 
Coxhead-|iner ayAWe Ca 


Yards 


AUTOMATICALLY DEVELOPS, FIXES AND DELIVERS FINISHED PRINTS 
The new Coxhead-Liner is an ingenious photo-lettering machine that 
delivers finished type-proofs, ready for paste-up in ninety seconds, 
It produces copy in all popular styles and sizes of type— ranging 
from 14 pt. to 72 pt. No dark room—no trays—no negatives—no wait- 
ing. Any office girl can produce type composition at her desk. 


and 

yards of 
beautiful 
type 


ata 


TYPE MASTERS VARI-TYPER CORPORATION 


720 Frelinghuysen Ave., Newark 12, N.J. 
Coxhead-Liner type-masters Send COXHEAD-LINER Book H-53 
are-changed like phonograph 


records, dropped into place 
on the spindle.... ready for 
action. Letter spacing and. 
justifying is automatic. 


Savings 
be yond 
COMPANY coccccccccccccccccccsescccce eeeeesees 


compare! ADDRESS 
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The One - Piece Plate 
for 


Simplified Systems 


one 
pois 


%e OS % & 


f 
iz 


British Addressing Machines & Business Systems 


DAY AFTER DAY...WEEK AFTER WEEK 
MONTH AFTER MONTH... YEAR AFTER YEAR 


Wages, Salaries, Mailing, Dividends, Invoices, Statements and Factory 
Forms... names, addresses, numbers, amounts...andso on, ad 
infinitum. These repetitive—but essential—tasks confront every office, 
and add heavily to overhead costs. Bradma not only cuts these costs 
toa minimum... it guarantees accuracy and speeds up output. 

The one-piece plates form both a permanent record and flexible 
printing medium, as subsequent deletions and alterations do not affect 


their printing quality. 





Branches and Agencies throughout the World 


Bradma of Canada are at 6333 Decarie Boulevard, Montreal; also at Toronto, Ottawa 
and Vancouver. Under the management of Block and Anderson (Canada) Ltd. 


Manufactured by Adrema Ltd., Telford Way, London, W.3. England. 
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A COMPLETE 
LINE OF HAND 
AND ELECTRIC 





Yes — with the amazing new REX-O-GRAPH Duplicator 
you can turn out price lists, mailing pieces, post cards, 
bulletins, memos, etc., — fast! It gives you the help you 
need when you want to produce quantity copies quick. . Rex-o-graph duplicators are 
No messy stencils . . . takes any size from post card to engineered with a multi- 

” < . roller printing press system, 
14x17" . . . prints in one, two, or up to five colors at fluid distributor. It assures 
one time for less than 1/3¢ per copy. Clean .. . saves uniform moistening and 


: : uality reproduction from i 
time and money. Anyone can run it. first to the last priak.4 


Send for NEW FREE BOOK! 


REX-O-GRAPH, INC. 
7840 West Hicks Street, Milwaukee 14, Wisconsin 





Send me new free book on how Rex-O-Graph duplicating can be 
helpful to my business. ! understand there is no obligation. 


Name. 








Firm Name 
Address 


City. Zone—_State. 
—— a a a a a os co 
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Now... Capycat announces 


A NEW IDEA in photocopy machines 


The new Copycat with 


“GREENRAY” 


¢ To bring 
photocopy 

out of the 
shadows into 

the light. 

¢ The photo- 
copy ma- 

chine that 
automatical- 

ly makes 
brilliant, legally 
permanent, black- 
and-white copies of 
anything—anywhere. 





. Green Ray 
shadows into the light of any office. 
Copies all colors, all inks — written, 
or photographed. Copies everything 
see 


. brings photocopy out of the 


printed 


Will produce white and black copy from any 
colored stock, tissue or transparency 
30 seconds for a brilliant finished copy 


. Legally permanent, treasury approved copies 


13 


Just look at these features found only in Copycat 


Only photocopy machine that can be oper 
ated either sitting or standing 

Modern streamlined design and pleasant gray 
green color fit any office decor 

Die cast aluminum metal ‘construction will 
never warp or twist. Insures lifetime precision 
and appearance 

Will process 6 different types of copypaper 
to fill every office need —regular weight, 
airmail, translucent, transparent, duplex (two 


sided) and card weight. 

14. Makes perfect transiucent 
diazo process. 

15. Easily accessible tray that can be filled or 
emptied without dismantling machine or roll- 
ers. No muss, no fuss. 

16. Made in a complete range of sizes. Has no 
limit for size of document to be copied. 


. Only machine with built-in safety key for 
absolute protection of originals 

. Copies anything for less than the price of a 
phone call 

. Makes “‘whiter'’ white copies that stay white. 

. Single dial operation — one simple setting 
does all the work. 

. Most compact 


masters for the 


machine made 





photocopy 








ALSO AVAILABLE 


AUTO.- 
PROCESSOR 


For processing 
auto - positive 
copies and 
microfilm  fac- 
simile prints. 


DIAZO 
MACHINES 


For low-cost 


copying. 


eG ee eee ee ee ee ey 


! Please send literature & prices on Copycat 1 
machines. 


Address 


41 UNION SQUARE WEST 
N. Y. 3, N. Y. TEL. WATKINS 9-4500 


' 

' 

' 

Name g ' 
' 

' 

' 

' 

' 

! 


City 
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The surest way to get the exact paper, inks, 
carbons, sizes you need for office reproduction 
processes 18 to.... 








Buy from a Firm with a 
..... Gomplete Line! 


FORMS 


= many forms are needed in modern bus- 
iness. But for every situation there is only one 
Hanpyser ‘right type of form to use. You can be sure of get- 
ONE-TIME ting this one exact form you need by buying 
CARBON FORMS from a firm (1) that offers a complete line and 
\ (2) whose salesmen are skilled in form-design. 
That’s why it will pay you to contact Baltimore 
Business Forms. Our salesmen know forms 
they’ve designed them for leading business 
houses throughout the country. Their experi- 
ence, combined with our complete line, is your 
guarantee of the precise form you need for your 
specific problem. Write us today, requesting 

samples; there’s no obligation, of course. 


MULTIPLE COPY 
BOOKS 


NCR FORMS COUNTER REGISTERS 
(no carbon required) AND FORMS 


Forms for Office Duplication—Fluid, Offset and Photocopy Processes 
Automatic Data Processing Machines and Tabulating Machines 


The Baltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 
3144 FREDERICK AVENUE BALTIMORE 29, MARYLAND 
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.... AFTER MICRO- 
FILMING, WHAT....? 


Of course, you'll want to destroy your 
Original papers quickly and easily right in 
your own office. 


NEW SHREDMASTER 


Wherever people work 


heer | machine designed _ standing 

especially for office use, the size - ° 

. and weight of a business typewriter! they re ee 
ee  ., lege fatiqu 
‘ =e > more ecient 


+ PAPER: IN HERE. , 
> % 


—— - ee : when they are 
\ | standing on 


ot On 





700 & RUNNERS 


@® 8 MARBLEIZED COLORS 
@ BEVELED EDGES FOR SAFETY 
The only office papery 


shredding machine that | See your OFFICE SUPPLY DEALER or write: 
destroys confidential pa- | | FLOORING DIV., Dept. £ for prices and literature. | 
pers quietly and cleanly. i @ os eA | 
Greater capacity, speed : 
and safety than ever be- 45 
fore! Compact, modern *% 
design. Exclusive slanted 
gravity feed speeds shred- 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- . 
one can operate the FR EE: 
Bantam 10. Safety throat | J)justrated descrip- 
assures protection. Priced | tive folder in- 
well within the budget of | cjudes 10 day free 
all businesses, large or | trial details. Write 
small. “BANTAM 10" on 
your letterhead or 

Ask for Brochure K postcard, and mail 

today to: 


-Ghe SHREDMASTER “@.../. 
9 East 40th Street, New York 16, N. Y RIE Sart 
Monutacturers of the most complete tine of THE HYGIENIC DENTAL MFG. CO. 


Office and Industrial Shredding Machines! 
A Division of Self Winding Clock Co., Inc AKEON 8, ONG, U.S.A. 
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UNREADABLE SHREDS @ 
COME OUT HERE Py 
. 
rence” 























K OL O K 


Carbons and Ribbons 
meet all requirements 


from first to last. 


MANUFACTURING CO. LTD 
ROCHESTER WORKS, TARIFF ROAD, 
TOTTENHAM, LONDON, N.1I7. ENG. 
Cables: ‘KOLOK’, LONDON 
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It Will Cost You Nothing To Prove 
PREFIXT SECOND SHEETS Mean 


A Fast, Economical Letter Writing System. 


Let Us Mail You A FREE DAY'S SUPPLY 
Or Our Local Dealer Will Be Happy To Demonstrate 


U. S. Pat. No, 2225881 


leup0t BUSINESS FORMS COMPANY, INC. 


MANUFACTURERS 
NEWPORT NEWS, VA. 
om oe uc PREFIA [REED 
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ESKOPHOT 
ELCOMBI 


RELIABLI a De ' ~e | 
MODERN Aly SKANDINAVISK 
One copy made im = FOTOCOPI 


Copenhagen N mmar 
ey Spe eer ey openhagen N, Denmark 
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The increasing use of 


OFFICE COPY MACHINES 


Reproduces best on all office copy machines — heliographic 
M\process, reflex, photographic, or heat transference. 


Higgins Eternal Black Ink is recommended by 
the makers of Thermo-Fax brand copying ma- 
chines and other leading equipment manufac- 
turers. Useable with any fountain pen or dip 
vase eines ae pen. The rule is to use Eternal Black for the 
HIGGINS writing portion and Higgins American India 
c Ink for the drawing portion of all originals to 
ternal Llack ng | é 
FOR DWF FEMS AMD be reproduced. Check your stock and order 
FOUNTAIN PENS 
today. 

















By the makers of the famous nec 
HIGGINS AMERICAN DRAWING INKS 


as — \ ay 
HIGGINS INK CO, INC., 271 Ninth St., Brooklyn 15, Pr a 
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add A-U-1-0-M-A-T-1-0-N) "a= "7ee 
sta soe MMM REDIFIXT 


COLLATING and GATHERING 





BUSINESS FORM CAN YOU USE . 
with the 
FULLY AUTOMATIC JCM TO CUT CLERICAL COSTS? 


VERTICAL COLLATOR 


* CARBON 
INTERLEAVED FORMS 
Standard & Custom-Printed 

for every purpose 


* REGISTER 
FORMS 


for all registers 


* W-2 
and other 


==—— TAX FORMS 





te MARGINALLY PUNCHED 
BOOKKEEPING 
FORMS 


for Burroughs, Remington and 
other bookkeeping machines 


Perfect for Fast, Accurate, Eco- 
nomical Collating and Gathering wk FORMS AVAILABLE ON 
of: NEW NCR (no carbon required) PAPER 


BUSINESS FORMS, CATALOGS, BULLETINS, 

PRICE LISTS, HOUSE ORGANS, MANUALS, IN- 

SURANCE FORMS and every other collating job. | Whatever your requirements, there’s a 
REDIFIXT form to speed your paper 

With the high-speed, fully automatic JCM VERTI- | work, save clerical time... with 

CAL, one operator working on a 4 part machine | your imprint .. . accurately printed on 

does the work of 6 to 10 girls working by hand. | modern high speed presses to provide 

Handles 1!2-lb stock to i00-lb stock, in sizes up to | reliable deliveries, economy prices. 

lI" by 14". JCM Vertical Collators are made 

multiples of 4 part units with automatic offset-pile | 


delivery as standard equipment on all models. FREE — Big new catalog illustrates part 
of the wide range of REDIFIXT business 
WRITE FOR FULL INFORMATION TODAY! forms. Write or phone for your copy today. 


J. CURRY MENDES 


CORPORATION RS led 


| CURRY LANE e CANTON, MASS. | 
Western Offices: 


age? een cities Systems. {. 


22 E. 28th St. e New York, N. Y. 
G19 We Washineton St. 30 Vesey St., N.Y.7,N.Y. BArclay 7-3687 


Los Angeles, Calif. 
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VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
a year! Stencils, negatives and masters hang free 
from pressure . . . protected against damage . 
easy to file and find. Le CLIPS 


| SAVE 
SPACE 


- __. 


against 


A casy-Fl 


There’ sa MIM- E- Oo 
model to save and 
protect all apes ane 
“4 sith 
— EASY-FIND INDEX 


Write today for FREE Illustrated Brochure! 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. @ Chicago 22, III. 


300 Distributors . . . coast-to-coast . . . to help 
you solve your stencil or offset filing problem. 
For More Information Circle No. 211 


TL 


LETTERING INSTRUMENT 


LETTERS EXACT SIZE TO 
FIT YOUR JOB 


BODONT 


Script Casual 


After only a few minutes of practice, 
anyone can do crisp, professional hand 
lettering with a Varigraph, All you do is 
move a stylus along the letters in a 
grooved templet. Work is always clearly 
visible. More than 600 variations in size 
and shape of letters may be produced 
from one templet—1l26 templets and 
lettering styles. Letter with either pen or 
pencil, Letter directly on paper offset 
plates. Varigraph is built to watchmakers’ 
precision, and guaranteed to deliver a 
long life of service. It will pay for itself 


many times over in a short time. 


Try it yourself — no obligation 
Write today — Dept, 0-2 


VARIGRAPH CO.., Inc. 


MADISON 1, WISCONSIN 
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1. Roll strip labels 
2. Continuous pack form labels 
3. Addressograph electronic facsimile tape labels 
4. IBM Type 407 tape labels 


5. Tip on or fully apply Government 
stamps or premium stamps 


Here is a fully automatic 

high speed machine. It will take 

post cards, insertion cards and oll sizes 
of envelopes, brochures, pamphlets, light 
weight booklets, magazines, tabloids and 
flyers, accurately and quickly. Let us an- 
alyze your labeling methods and show you 
how CHESHIRE equipment can help you 





CHESHIRE MAILING MACHINES, INC. 1644 N. HONORE ST.» CHICAGO 22, ILLINOIS 
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EXTRA COPIES OF THIS 


MANUAL OF OFFICE REPRODUCTION 


MAY BE OBTAINED AT $3.25 PER COPY. 


ANOTHER HELPFUL OFFICE TOOL IS THE 


MANUAL OF BUSINESS FORMS 


The only objective work of its kind. Shows how to design and use the tremendous number of forms 
constructions available today. Contains the efficiency factors of different constructions, $2.00 a copy. 


Order from OFFICE PUBLICATIONS CO., 232 Madison Ave., New York 16, N. Y. 








FOR PEAK OFFICE EFFICIENCY — COMBINE 
HECTO MASTERS, OFFSET MASTERS OR FACSIMILE MASTERS 
WITH READYSETS & READYTABS 


NATIONAL LiTtHo 


O17 


COMPANY 





18423 EUCLID AVE., CLEVELAND 12, OHIO 
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SADA Sprint 


SADA presents the new Spirit Dupli- 
cator: SADA Sprint designed with all 
up-to-date technical concepts. Guar- 
anteed printing in a quicker, more 


efficient manner. 


FEATURES: 


automatic engagement of the master, 

immediate and micrometric printing displacement 
printing pressure with progressive regulation 
semi-automatic moistening, 


reversible paper feed table for the complete closing of the machine. 
Agents wanted for countries where we are not represented. 


Write for details and terms to 


S.p.A. Duplicatori ed Affini 
Milano, Italy, Piazza S. Maria Beltrade, 1 
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FOLD 


: most everything! 
SF ne x 


PREMIER AUTO-FOLDER 


Pays for itself almost Immediately! Here 
is the lowest priced, Fully Automatic Folder 
made. Saves valuable time wasted by old 
fashioned hand folding. Imagine, up to 7200 
pieces an hour! Makes the seven most-used 
folds, changed instantly by the flick of a 
switch. Handles up to seven sheets at a 
time for reports, sales bulletins, surveys, 
etc. Simple to learn and operate. Rugged Hand 
steel construction throughout, in Silver Grey 4 Operated 
Hammerloid finish. 4 $89.95 
LOWEST PRICED FULLY AUTOMATIC ; Motor 
FOLDING MACHINE MADE! : : Operated 


Dealers: Some territories still available oe $129.95 
on exclusive franchise. Write today ' 


MARTIN-YALE, INC. 


2100 WEST FULTON STREET, CHICAGO 12, ILLINOIS 
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Built-In 
POCKET 


on continuous forms 
or unit sets 


keeps your 


1.D.P. tare 
At Hand 


os 
. protected 
TTHOSTRIP 
on LIT 
ban FO 





atay 








Yy 


Wy, 


ili X 
SAVES COSTLY TIME, filing and finding 
PREVENTS LOST, misfiled or damaged tapes 
MAKES FORM AND TAPE a complete 
identified unit 
POCKETS made to fit 1.0.P. TAPE or 
PUNCHED CARDS 
POSITIONED on the back of any desired 
copy of LITHOSTRIP Continuous Forms or 
LITHOSET Unit Form Sets. 


WRITE TODAY for DETAILS and 
FREE SAMPLES of POCKET FORMS 








MANY FIRMS 
SHRED AFTER 
| MICROFILMING 
Add filing space by 


destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
"SILVER EXECUTIVE AUTOMATIC” 
Paper Shredder is the only automatic 
feed machine .. . shreds papers into 
unreadable 1/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full 1/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 





INDUSTRIAL SHREDDER 


Dini Vien Lompamny 
103 MILL ST. ° 


SALEM, OHIO 
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AMERICAN Lithofold Corporation 


500 BITTNER ST. «© ST. LOUIS 15, MO. 


For More Information Circle No. 209 


Manual of Office Reproduction 195 








Oulg ROCHESTER 
CARBON-RIBBONS 


offer ALL these features: 


PLASTIC 
\ LEADER 


4 Wy, for 


fod ®@ Clean Hands 


© Easier, Quicker 
Ribbon Changes 


4.9.5 
WARNING SIGNAL 
that shows end 
of ribbon is near 


4 couors 


EXTRA SHARP “WRITE” 


Ribbons for ALL machines 
. 


Write for a free copy of 


“The Story of Carbon Ribbons” 


It contains helpful information on 
carbon ribbons — what they are, 
how to buy them, and how to use 
them, It also describes carbon rib- 
bon attachments for typewriters, 
and shows all the known typewriters 
which can use carbon ribbons. For 
a free copy of this useful reference 
material, write to 


ROCHESTER 
RIBBON & CARBON CO., INC. 
21 Greenleaf St., Rochester 9, N.Y. 


SPECIALISTS IN CARBON RIBBONS: 
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IF YOU USE—OR NEED 


ADDRESSOGRAPH 


EQUIPMENT 


* Send for free catalog illustrating 
and describing plates; frames; index cards 
in continuous, perforated form; filing 
ribbons; 


Speedaumat Machines; 


drawers; cabinets; supplies for 
ribbon re-inkers; 
tying machines; mail bag holders; letter 
rebuilt Addresso- 


graph and Graphotype machines; Auto- 


openers; postal scales; 
matic Feeder for small forms and other 
related items. Discover many new ideas for 
saving time and money. Free samples on 
request. Satisfaction guaranteed. Shipments 
made to any state from either East Coast 
or West Coast. 


ADDRESSING 44 MISSION ST., 
MACHINE CO. SAM FRANCISCO 


YUKON 2-2130 
OF CALIFORNIA 
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PHOTO COPIES— 





automatically 
in seconds! 


NEW 
PORTABLE 


EXACT-FAX by Genco 


Our FIRST unit 
that offers all 
these advan- 
tages: 


wBRITE-LITE OPER- 
ATION works in any 


e No other equipment 
needed 


e Unit weighs only 30 
Ibs. 

e Copies are 91/2” x 
any length. 

e Larger units avail- 
able 


e FAST! 60 to 90 








office light, either 
fluorescent or incan- 
descent. 
mDURABLE STAIN- 
LESS STEEL CON- 
STRUCTION 
mMAKES MULTIPLE 
COPIES ONLY 4c 
sul 
wCoP 2- 
SIDED” ORIGINALS 
wm REPRODUCES 
FROM ALL COLORS 


copies per hour 


e No washing, fixing, 
drying 


MADE IN U.S.A. 


LIFETIME SERVICE 
GUARANTEE 


Complete $ 
Units ] ) 
Start at . 





WRITE FOR FREE 
CATALOG 


General Photo Products Co., Inc. 
General Photo Bidg., Chatham, N. J. 
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THE PARALINER 


LINE-UP AND 
LIGHT TABLE 
NEW AND 
REVOLU- 
TIONARY 


90 Degree Rotat- 
ing Table Top 
(eliminates neces- 
sity of reposition- 
ing working copy 
for horizontal and 
vertical oper a- 
tions) 


FEATURING 


Precision Ruling, 
Line-up, Register, 
Stripping Copy 
Layout, Retouch- 

ing, Masking 

: Opaquing. 

DESIGNED FOR YOUR EFFICIENCY IN 
Offset Lithography, Duplicating, Printing, Photo- 
Engraving, Topography, Art Design, Graphic Pres- 
entations. Information on Larger Sized Tables 
Furnished on Request. 


The manufacturers of Paraliner Forms Ruler 
Send for full particulars 


THE PARALINER CO., INC. 
1011 - 20th STREET, N.W., WASH. 6, D. C. 
For More Information Circle No. 189 


| BE 


Conbel 


A. 


WILL GET YOUR 
WORK OUT ON 
SCHEDULE, 
SHOW UP 
FREE TIME AND 
KEEP TRACK OF 
YOUR BUDGET. 
SEND US SHORT 
; DESCRIPTION 
» OF YOUR CON. 

TROL PROBLEM. 


OTHER PRODUCTS TO ASSIST IN YOUR OFFICE: 


COP-E-EEZ COPY BOARD AND LINE SPACER; 
MOSDA CLIPLESS PAPER FASTENER; FALTEX 
FOLDING MACHINE; 


























DEE-R-TEE TYPE CLEAN- 
ER; TENDERFOOT TYPE 
SILENCER; HARVEY 


SAFETY CUTTER. 
INQUIRE: 


LANSDALE 
PRODUCTS 
Box 568 
Lansdale, Pa. 
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“Office Essentials 
of Distinction” 


attractive 


office aids 


These Sengbusch desk items 
smarten the appearance of any 
office, save time and effort on 
any desk. Ssanouah 
® Capillary-action Handi-Pen desk Moistener 
sets end refilling nuisance. Tre- 
mendous fresh ink supply in base 
assures easy, effortless writing. 
® Moisteners — complete line for 
every need. 
® Cata-Rack keeps heavy catalogs 
and books filed, easily accessible. 
® Adapto-Rack clears the desk for 
action! Adds business-like good 
looks to any office. Very flexible. 
® Kleradesk organizes papers — 
ke eps desk neat. 
® File-A-Sist saves time, cuts filing 
fatigue. Hooks on any file drawer 
— leaves hands free for easy filing. 
®@ “Build-Up’’ Desk Tray — used as 
single trays or in stacks of two, 
three or more. Always a neat, 
clean desk. 
Visit or call your Stationery or 
Office Supply House Today! 


No-Over-Fio} 
Sponge Cup 





If not available locaily, 
send for any Sengbusch Office 
Aid on 30 Days FREE Trial. 











Adapto-Rack 
fs 
File-A-Sist 


Kleradesk 
(Steel and Steelless) 
**Build-Up** Desk Tray 


Write today for full information and prices 


® 


Ber 


1206M SENGBUSCH BUILDING 
MILWAUKEE 3, WISCONSIN 





ZIP-O-RITER 


Addresses Directly 
from Card 


Headings On 
Work Sheets 
Accounting & 
Tabulating 
Forms 
INDISPENSABLE FOR 


MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 


For More Information Circle No. 216 





Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail 


Both boskets are re- 





movable 


Write for free brochure—or better still—order today! 
MODEL LC.-! (Letter Size) 267," L x 17" W.x 29 ) H 
Wx 29%" H 
(File Folders Not Included) 


Shipping Weight — 33 Ibs $45.00 F.O.8. DETROIT 


CHESLEY INDUSTRIES 


24777 TELEGRAPH ROAD 
DETROIT, MICHIGAN 


MODEL LS-2 (Legal Size) 26,"  « 19 








Robeotyper 





- 


ina olla 


1 SX) ole) 'g ol) produces 


individualized letters in 





quantity ...automatically .. 





4 to 15 times faster! 
For complete details, write 
ROBOTYPER CORPORATION 


HENDERSONVILLE, NORTH CAROLINA 
For More Information Circle No. 218 





VARITYPERS y 75 TYPE 


Sold Wanted 4No ve FONTS 
IMPROVES YOUR DUPLICATING! 


Copy is clearer & easier to read. Condensation 
to 50%. Saves Paper, Ink, Running & Collating 
time. Key to low cost, print-like copy 





Interchangeable type at all sizes and spacings 
Both margins evened automatically 


A-20 New $1150. Recond., $550 
A-2G $350 


Black Series 
F-20 $245: M-I1 $230; D-I1 $175 
FONTS (Now $30.50 new)—while they last 6 for 
$50., $10. ea., used. Try ‘em! Money back 
guarantee, 30 styles! Please mention alternates 
whea ordering 

CARBON ROLLS — Best grade 


dozen, for Varityper, DSJ, 
(Photo Offset & Direct Image). 


Ask for TIPS for the VARITYPIST 


ADAMM CO. 


656 B'way. N. Y. 12, AL-4-3230 


$8.50 per 
Composomatic 








For More Information Circle No. 217 
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AMERICA'S NO. 1 
ALL METAL 
BLUE PRINT 

FILING SYSTEM 


, 4 - 
BLUE PRINT BACH 


FOR 
ARCHITECTS, 
ENGINEERS, 
CONTRACTORS 
& FACTORIES 

NOW 
Easy to File... ; 
Easy to Find... (@ 
Your Blue ene. q j J 

20 i ‘ Y Patents ‘i 

EXCLUSIVE | * ian 
FEATURES, ~ aiisteeL ~~ 
Including: 

1. No holes to punch, 

2. Insert sets of prints easily. 

3. Replace any sheet without removing 

other sheets. 

. Various sizes of prints accommodated, 

. No protruding ends of clamps. 

. Each plan holder clamp holds 1 to 100 
prints. 

- The “Glider’’ can hold 12 to 18 sets. 

. Clearly visible index shows location of 
sets. 

. No bolts that scratch furniture. 

10. Easily adjustable tracks 

ahr Peer thick- 3 450 
nesses of sets. 


ORDER TODAY OR 
WRITE FOR BROCHURE 


ALL STEEL construction, but 
NO INCREASE in prices 
during 1956 
DEALERS INQUIRIES INVITED 


MOM A INDUSTRIES 
4323 W. or St. @ Chicago 23, Ill, 








Pending 


F.0.B. Chicago 
INCLUDING 
12 PLAN HOLDERS 


For More Information Circle No. 172 
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TRY IT! 


IN SPITE OF 
ALL CLAIMS 
TO THE CONTRARY... 


the cheapest and best way to obtain 
clear, sharp, permanent black carbon 
copies is by the use of high quality car- 
bon paper. That's why Codo Super-Kote, 
with Codo-Chrome treatment plus the 
Codo Carbon Gripper is tops! 


Mail coupon today attached to 
your letterhead for samples of 


\ 7] 
C, J) _SUPER-KOTE 
AOUO~ CARBON PAPER 


with the 
Exclusive Codo-Chrome Treatment a 
'CODO MANUFACTURING CORP 
Coraopolis, Penna. 
\ NAME 
' ADDRESS 


For More Information Circle No. 181 





There’s a 
Hammermill paper 
for every duplicating 
job you have 


MMERM,, 
w"sonn “2 


The smooth surface of Hammermill 
Bond makes it the top choice for 
duplicating equipment using “‘contact 
dry” ink. Lint free, it doesn’t clog the 
stencil—even on long runs at high 
speeds. Choose from the outstand- 
ingly clean white and twelve “Signal 
System”’ colors. 


WAMMERMILy, 
MIMEO-BOND 


The unique “air-cushion” surface of 
Hammermill Mimeo-Bond traps air, 
minimizes set-off from the top of one 
sheet to the back of another. Lies flat, 
feeds easily, delivers up to 5,000 copies 
from a single stencil. 


For More Information Circle No. 128 
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HAMMERMILL 
OFFSET 


Hammermill Offset gives you “big 
printer’ results on small offset presses. 
Its firm surface and bright blue-white- 
ness promotes sharp, clear copies. Avail- 
able in cut sizes of 8 14 x 11, ideal for use 
with office printing equipment. 





HAMMERMILL 
DUPLICATOR 


Short run or long, this paper gives 
outstanding results with spirit or Azo- 
graph duplicating. Runs of up to 500 
readable copies are not unusual. Ham- 
mermill Double Purpose Master Paper 
is the ideal companion sheet for prepar- 
ing either spirit or Azograph masters. 





WAMMERMIL; 


Tears 


FOR 
WHITEPRINT MASTERS 
Here is a moderately-priced paper es- 
pecially made for production of white- 
print (diazo process) master copies. 
Features a smooth, even surface for 
typing, writing or drawing. And — its 
even translucence provides clear, sharp 
facsimile copies at good running speed. 











Hammermill Paper Company 
Erie 6, Pennsylvania 
For More Information Circle No. 128 
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INDEX 





A 


Accounting machine, 85, 166 
Acoustinet, 149 

Address labels, 98 

Addressing devices, 162 

Addressing methods, 154 
Addressograph, 156 

Air Associates Electronic Messenger, 151] 
Aluminum offset plate, 128 

Ammonia developing process, 129 
Aniline dye, 86, 88 

Analyslips, 91 

Art-O-Graph, 109 

Autographic register, 84 

Automatic data processing, 141 
Automatic typewriters, 138 

Autopositive film, 110, 112 
Auto-Typist, 139 
Azograph, 92 


Backing sheet, 87, 89 
Ballpoint pen, 86 

Baselock rubber type, 103, 153 
Binding equipment, 170 
Blanket, 101 

Blockout, 84, 89, 96, 104 
Blueprint, 124 

Bookkeeping machines, 84 
Bradma, 159 

Bright-light photocopy negative, 121 
Bruning, 130 


Cc 


Camera, copying, 106 
Carbon paper, 84 
Carbon Stuffing, 173 
Carbons, colored, 85 
Card punch, 144 
Cardatype, 145 
Cardoplate, 157 
Card-to-tape punch, 145 
Cardwell facsimile, 151 
Check protector, 79 
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Checksigning machines, 168 
Chemically treated paper, 86 
Chemograph, 92 

Collating, 170 

Collators, 170 

Color separation, 112 

Colored carbon, 85 

Communication transmission, 146 
Composite prints, 128 

Composition for offset, 107, 108 

Contact photocopy, 117 

Contact printer, 117 

Contact printing (translucent master), | 
Continuous form feeding printer, 161 
Copyflex, 131 
Cornering, 170 
Correcting errors, 87 
Correction fluid, 87, 
Correction shield, 92 
Correction solution, 105 
Correspondence set, 85 
Coupon ticket, 79 
Cushion sheet, 95 
Cutters, 170 


Damp developing process 
(see Liquid Developing Process) 
Dampening roller, 101 
Darkprint processes, 124 
Dashew Business Machines, Inc., 158 
Data Transceiver, 152 
Databosser, 158 
Datawriter, 163 
Date stamp, 153 
Dating machine, 87 
Davengraving, 111 
Davidson Dual, 99, 110 
Deskfax, 150 
Dexigraph, 113 
Diagraphy, 98 
Diazo (See Whiteprint) 
Die-impressed stencils, 96 
Direct fluid hectograph, 87 
Direct image offset, 101 
Direct liquid process, 92 


23 


92, 125 
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Direct positive photocopies, 120 
Ditto, 89 
Double-cylinder stencil duplicator, 94 
Dry developing process 

(see Ammonia Developing Process) 
Dry offset embossing, 111 
Dual-purpose master, 90 


Electro Rex, 135 

Electronic developments, 145 
Electronic printers, 159 
Elliott, 156 

Embossed metal plates, 156 
Endorsing machines, 169 
Engraving, 79 

Errors, correcting, 87 


F 


Facsimile master preparation, 132 
Facsimile transmission, 149 

Fiber stencil cards, 156 

Fiberglass eraser, 92 

Filmotype, 109 

Filmsort, 114 

Finishing equipment, 170 

Fisher Repro-Black ballpoint, 103 
Flatbed offset proofpress, 111 

Flat bed printing press, 100 
Flexowriter, 142, 147 

Fluid duplicating, 87 

Folding, 173 

Forced fluid hectograph process, 94 
Force’s rubber type, 103 
Form-topped stencils, 95 
Fototype, 109 


G 


Gathering (see Collating) 

Gelatin hectograph duplicating, 86 
Gelatin roll, 86 

Graphotype, 99, 105, 157 


H 


Half-size stencils, 98 
Halftone, 112, 126 
Headliner, 109 
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Heat developing process, 131 
Hectograph (see Gelatin and Spirit) 
Hectograph ink, 86 

Hectograph ribbons, 86 


IBM Electric Executive typewriter, 109 
Impression stamps, 153 
Imprinting, 79 

Imprinting machines, 169 
Infrared copying machine, 123 
Ink, hectograph, 86 

Ink pad, 94 

Inked ribbons, 85 

Inks, stenc il, 98 

Inlays in paper offset plates, 105 
Inserting machines, 173 
Intensifier film, 107 

Intrafax, 149 


J 


Jogging, 170 
Journal sheets, 84 
Justowriter, 109 


K 


Kalfax, 131 
Kiss-print master, 90 
Kodalith, 112 
Kozutint, 103 
Krylon, 128 


L 


Lettering guides, 87, 89, 95, 106 
Line printer attachment, 91] 
Linotype, 108 

Liquid developing process, 129 
Liquid duplicating, 87 
Lithofax, 150 


Manual addressing machines, 164 
Marking stencils, 79 

Master Preparation Chart, 137 
Master units, 88 

Matte foil positive file, 127 





Mechanical transfer, 103 Perforating machines, 169 
Microcard, 115 Photocopy, 117 
Microfilm, 113 Photographic stencils, 96 
Microfilm enlargers, 132 Photographic transfers, 107 
Microfilm-head machines, 138 Photographs, 112 
Mimeograph (see Stencil Duplicating 
Multigraph, 99, 105, 158 Photoscope, 1; 
Multilith, 110 Planofax, 134 
Multiple inked ribbons, 85 Pliofilm, 95 
Multipie transfer photocopies, 121 Polychrome Graphic Transfe 
Portalith, 112 
N Positive film, 112 
Postage meter, 79 
NCR Paper, 86 Pre-printed master, 90 
No-Carb. 85 Preprinted offset masters, 103 
No Carbon Requir« d Pape r, of Presensitiz ed plates, 107 


’ 1 1> ) > cer tive ctrir Q? 
Non-reproducible ink, 103 Pressure sensitive strips, 


Photography (camera 


) 


Non-reproducing stencils, 95 Printed through master 
Numberers, 154 Problem Chart, 80 
Numbering, 173 Problems, 82 
Numbering machine, 87 Processes, 79 
Projected photocopy 


Proofpress, 100 


©) Proofpress, offset, 


ae 
Punched card data tra 


Offset duplicating, 101 p hed tape. 14] 
{ . unched tape, i! 

( ee 1 < A 

Df set fate ge 11] Punching, 1 

Oil base ink, 98 


Oil paper stencils, 


Y 


One-piece metal plates, 159 R 

One-time carbon, 84 

Opaque stencil, 107 Radiotype, 148 
Opaque stencil transfer, 106 Razor blade, 8 


72 


Orange carbon, 85, 12 Reditype, 109 
Orange-black carbon, 127 Reel feed printer, 161 
Orthochromatic film, 108, 112 Reflex photocopies, 119 
Overlays, 89 Relief printing, 99 
Ozalid, 130 Remington Rand, 155, I¢ 

Replimat, 104, 127 
Pp Reproduction, 79 

Reproduction and Imprinting Guide, 83 
Padding, 170 Reproduction and Imprinting Problem 
Panchromatic film, 112 Chart, 80 
Paper cutters, 170 Reproduction problems, 82 
Paper cornerer, 170 Ribbons, 85 
Paper drill, 170 Ribbons, hectographs, 96 
Paper punch, 170 Robotyper, 139 
Paper shredder, 116 Roll, gelatin, 86 
Pease, 130 Roneo-tronic, 134 
Peck & Harvey, 130 Rotary (see name of process) 
Perforated sheet labels, 162 Rotolite, 130 
Perforated tape, 139 Rubber cement, 86 
Perforating, 173 Rubber stamps, 103, 153 
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Scoring, 173 

Scotch Mending Tape, 125 
Scriptomatic, 155 

Serial tape addressing printers, 159 
Shading plates, 106 

Signature, 87 

Signature machines, 168 
Signature stamp, 153 

Signing machines, 168 

Silk screen, 79 

Single transfer photocopies, 120 
Snopake, 109 

Spirit duplicating, 87 


Spirit hectograph addressing, 155, 


Spot carbon, 84 

Stamp pads, 153 
Stapling, 173 

Stenafax, 84, 91, 133 
Stencil addressing, 162 
Stencil camera, 132 
Stencil duplicating, 94 
Stencils, duplicating, 94 
Stock spirit masters, 91 
Stone lithography, 79 
Strip carbon, 84 

Stylus, 94, 106 
Substitutes for carbon paper, 85 


T 


Tabulating machines, 166 
Tag addressing machine, 166 
Tag feeding attachment, 98 
Tandem typewriters, 140 
Tape-to-card punch, 145 
TelAutograph, 146 
Teledeltos, 149 
Teleprinter, 142, 147 
Telescriber, 146 
Teletypewriter, 143, 148 
Template sensitizer, 128 
Thermo-Fax, 123 


Ticketfax, 150 
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Tickometer, 169 

Time stamp, 153 

Timefax, 134 

Transfer printers, 161 
Translucent master, 107, 125 
Transmitting handwriting, 146 
Transmitting typed messages, 147 
Transparent plastic ribbon, 95 
Transtrace carbon, 101 
Twin-cylinder stencil duplicator, 94 
Typewriter tape punch, 144 
Typewriters, automatic, 138 
Typewriters, tandem, 140 

Typro, 109 


U 


Underwood Samas, 155 
Unit sets, 86 


V 


Vacuum frame, 128 
V-Kote, 113, 122 

Van dyke negative, 107 
Van dyke print, 124 
Varigraph, 109 
Vari-Typer, 109 
Verifax, 121 


Ww 


Water soluble ink, 98 
Wax coated papers, 85 
Western Union, 147, 149 
Whiteprint processes, 124 
Writing plate, 95 


a 


Xerography, 122, 127, 135 
Xerox, 91 
Xerox Copyflo, 136 
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ADDRESSING MACHINES 
Addressing Machine Co. of Calif 
Addressograph-Multigraph Corp 
Adrema, Ltd. 

Dashew Business Machines, Inc 
Heyer Corp 

Sten-C-Labl, Inc. 

Weber Addressing Machine Co 


AUTOMATIC DATA PROCESSORS 


Addressograph-Multigraph Corp 
Commercial Controls Corp 
Compagnie des Machines Bull 
Dashew Business Machines, Inc 
Remington Rand Division 
Underwood Corp. 


BINDING MACHINES 
J. Curry Mendes Corp. 19! 


BINDING, PLASTIC 


Cummins-Chicago Corp. 42 
General Binding Corp. 65 


BLUEPRINT (See Diazo) 


35, 76, 77 
Outer Back Cover 


CAMERAS, COPYING 

Consolidated International 
Supply Co ; 

Kenro Graphics, Inc 

Robertson Photo-Mechanix, Inc 


CARBON PAPER 

Codo Mfg. Corp 

Colonial Carbon Co 

Columbia Ribbon & Carbon Mfg. Co 

Consolidated Ribbon & Carbon Co 

Copy-Craft, Inc 

Frye Mfg. Co. 

Kolok Mfg. Co 

Old Town Corp. 

Remington Rand Division 

Rochester Ribbon & Carbon Co. 

Royal Typewriter Co. . 

Smith-Corona, Inc Inner Front Cover 
Henry C. Stephens Ltd. 62 
Underwood Corp. ....... Ovter Back Cover 


COLLATING MACHINES 


J. Curry Mendes Corp. 19! 
Thomas Collators, Inc. ... eo ae 


Equipment & 


COLLATING RACKS 
Evans Specialty Co. 36 


CONTACT PHOTOCOP’ 
(See Photocopy Machi:es) 


CONTACT PRINTERS (See Diazo) 


CONTROL BOARDS 
Lansdale Products Corp 197 


COPYING MACHINES (Also see Photocopiers) 
Haloid Co él 
Minnesota Mining ‘& Mfg. Co 46 


DESK ACCESSORIES 
Sengbusch Self-Closing Inkstand Co 


206 


DIAZO DUPLICATORS 

Charles Bruning Co 

Copycat Corp 

Ozalid, Div. General Aniline & Film Corp 
P & H Sales Corp. 

Rotolite Co 


DIAZO DUPLICATING SUPPLIES 
Bienfang Products Corp. 

Charles Bruning Co 

Consolidated Ribbon & Carbon Co 
Copycat Corp 

Haloid Co 

Hammermill Paper Co 

Philip Hano Co. 

National Blank Book Co 

Nekoosa-Edwards Paper Co 

Ozalid, Div, General Aniline & Film Corp 
P & H Sales Corp 

Rotolite Co 

Wilson Jones Co Facing 34 


DRAWING INKS 


Higgins Ink Co 
Henry C. Stephens, Ltd 


ELECTRONIC EQUIPMENT 
(See Automatic Data Processors) 


ENVELOPE STUFFING (See Inserting) 


ERASERS (Fiberglass) 
Eraser Co 


FACSIMILE MASTER MACHINES 
Addo Machine Co 

Bohn Duplicator Corp 

Gestetner Duplicator Corp 
Rex-Rotary Distributing Corp 
Times Facsimile Corp. 


FILES (BLUEPRINT, PLATE, STENCIL) 


Atlas Stencil Files Corp. 
Foster Mf °. ; 
Mim-E-O Vencil Files Co 
Momar Industries ; 


FINGER MOISTENERS 


Evans Specialty Co. 
Sengbusch Self-Closing Inkstand Co 


FLOOR MATS 
Hygienic Dental Mfg. Co. 


FLUID (See Spirit) 


FOLDING MACHINES 

Addressograph-Multigraph Corp 176 
Davidson C 21 
A. B. Dick Co, ... 9, 10, 11 
Lansdale Products Corp. : 197 
Martin-Yale, Inc, .... 194 


FORMS (Printed) 

American Lithofold Corp. 71, 195 
Baltimore Business Forms Co 187 
Bonnar-Vawter, Inc. 73 
Consolidated Business Systems, Inc 191 
Philip Hano Co 52 
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National Blank Book Co. 
National Litho Forms Co. 
Newport Business Forms Co 
Snapout Forms Co. 

Wilson Jones Co, 


FORMS TIPPING MACHINES 
J. Curry Mendes Corp. 


GATHERING (See Collating) 
HECTOGRAPH (See Spirit) 


FORMS WRITERS 
Dupli-Typer Co. 


INK, DUPLICATING 
(See Supplies for each process) 


INK, WRITING & DRAWING 
Higgins Ink Co. 
Henry C. Stephens, Ltd 


INKED RIBBONS 

Adamm Co 

Addressing Machine Co. of California 
Codo Mfg. Corp 

Columbia Ribbon & Carbon Mfg. Co 
Consolidated Ribbon & Carbon Co 
Kolok Mfg. Co. 

Old Town Corp 

Rochester Ribbon & Carbon Co 
Henry C. Stephens, Ltd. 

INSERTING MACHINES 

Inserting & Mailing Machine Co. 


JOGGERS 

Evans Specialty Co. 

J. Curry Mendes Corp. 
LABELING MACHINES 
Cheshire Mailing Machines, Inc 


LETTERING INSTRUMENTS 


Consolidated International Equipment & 
Supply Co. 

Varigraph Co. 

Vari-Typer Corp, 


LIQUID (See Spirit) 


LETTER OPENERS 

Bohn Duplicator Corp 
Standard Stationery Supply Co 
MAILBAG HOLDERS 

W. A. Charnstrom Co 


MAIL CARTS 
Chesley Industries 


MAILING MACHINES 

Cheshire Mailing Machines, Inc 
Inserting & Mailing Machine Co 
MICROFILM EQUIPMENT 
Filmsort Div., Dexter Folder Co 
Microcard Corp. 

Remington Rand Division 
MICROFILM SERVICE 


Ozalid, Div. General Aniline & Film Corp 
Remington Rand Division 
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Facing 34, 


MIMEOGRAPH (See Stencil) 


NOISE CONTROL 
Gates Acoustinet Co 


NUMBERING MACHINES 
Wm, A, Force & Co. 


OFFSET DUPLICATORS 
Addressograph- tine Corp 
Davidson Corp. 

A. B. Dick Co. 

Ditto, me. 

Whitin Business Equipment Corp 


OFFSET PLATES 
Addressograph-Multigraph Corp 
Columbia Ribbon & Carbon Mfg. Co 
Davidson Corp. 

A. B. Dick Co. 

Ditto, Inc. 

Lithoplate, Inc 

Minnesota Mining & Mfg. Co 
Polychrome Corp 

William Recht Co., Inc. 
Roll-O-Graphic Corp. 

Remington Rand Division 

Whitin Business Equipment Corp. 


OFFSET PLATEMAKERS (Vacuum Frame) 
Consolidated International Equipment & 


Inner Back Cover 
28, 2 


Robertson Photo-Mechanix, Inc 


OFFSET SUPPLIES 
Addressograph-Multigraph Corp 
Columbia Ribbon & Carbon Mfg. Co 
Davidson Corp. 

A. B. Dick Co 

Ditto, Inc. 

Eraser Co. 

Haloid Co. 

Lithoplate, Inc 

Ozalid, Div. General Aniline & Film Corp 
William Recht Co., Inc 

Remington Rand Division 
Roll-O-Graphic Corp. 

Whitin Business Equipment Corp 


PAPER DRILLS 
Challenge Machinery Co. 174, 175 


PAPER CUTTERS 
Challenge Machinery Co. 174, 175 
Lansdale Products Corp, 197 
Michael Lith, Inc. 


PAPERS, DUPLICATING 
Bienfang Products Corp. 
Esleeck Mfg. Co. 

Fraser Paper, Ltd. 
Groveton Papers Co. 
Hammermill Paper Co. 
National Cash Register Co. 
Nekoosa-Edwards Paper Co. 
Wausau Paper Mills Co. . 


PAPER SHREDDERS 


Industrial Shredder & Cutter Co 
Shredmaster Corp. .... 


PENS 
Fisher Pen Co 





Koh-Il-Noor Pencil Co. 
Sengbusch Self-Closing ‘Inkstand Co. 


PERSONNEL, TEMPORARY 
Manpower, Inc. 


PHOTOCOPY MACHINES 

(Also see Copying Machines) 

American Photocopy woccepenannle Co. Facing 178, 179 
Copease Corp. .. . 59 
Copycat Corp. 

Copy-Craft, Inc. 

Duophoto Corp. Soe 

Eastman Kodak Co 

General Photo Products Co 

Haloid Co. . 

Photorapid of ‘America, Inc, 

Photostat Corp. . 

A-S Skandinavisk Fotocopi 

Remington Rand Division 


PHOTOCOPY SUPPLIES 

Americen Photocopy Equipment Co. Facing 178, 
Consolidated Ribbon & Carbon Co. ... ae 
Copease Corp. ; 

Copycat Corp. . 

Copy-Craft, Inc. 

Duophoto Corp. 

Eastman Kodak Co. 

General Photo Products Co 

Haloid Co. 

Minnesota Mining & Mfg. “Co 
Photorapid of America, Inc. 

Photostat Corp. .. ne 

A-S Skandinavisk Fotocopi 

Remington Rand Division 


PHOTO PANELS 


Acme Visible Records, Inc 


PLAN FILES 


Momar Industries 


PRESS, PRINTING 
Sigwalt Mfg. Co. 


RULING EQUIPMENT 
Paraliner Co. 


SOUND CONTROL 
Gates Acoustinet Co, 


SPIRIT DUPLICATORS 


Block & Anderson Ltd. 

Bohn Duplicator Corp. 

Copy-Craft, Inc. 

A. B. Dick Co. 

Ditto, Inc. _Inner Back Cover 
S.p.A. Duplicatori ed Affini ' és d .. 194 
Heyer Corp. ...... ee 
Old Town Corp. ... 38 
Rex-O-Graph, Inc. 185 
S & M Distributing Co. 198 
Standard Duplicating Machines ne 26 
Weber Marking Systems ...... 18! 


SPIRIT DUPLICATING SUPPLIES 

Bohn Duplicator Corp. 

Codo Mfg. Corp. 

Colonial Carbon Co. 

Columbia Ribbon & Carbon Mfg. Co. 
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Consolidated Ribbon & Carbon Co. eee 
Copy-Craft, Inc. . ai 23 
A. B, Dick Co. 9, 10, i 
Ditto, Inc. .. Inner Back Cover 
Eraser Co. 74 
Heyer Corp. 73 
Kolok Mfg. Co 189 
Old Town Corp. 38 
Polychrome Corp 66 
Rex-O-Graph, Inc. 185 
Rochester Ribbon & Carbon Co 

S & M Distributing Co 

Standard Duplicating Machines Corp 

Henry C. Stephens, Ltd 

Weber Marki ing Systems .. 


STENCIL CUTTING MACHINES 
(See Facsimile Master Machines) 


STENCIL DUPLICATORS 


Addo Machine Co. : 
Bohn Duplicator Corp. 

A. B. Dick Co, 

S.p.A. Duplicatori ed Affini 
Geha-Werke 

Gestetner Duplicator Corp. 
Heyer Corp. 

Rex-Rotary Distributing Corp. 
Sten-C-Labl, Inc. 


STENCIL DUPLICATING SUPPLIES 
American Stencil Mfg. Co, 
Addo Machine Co. .. 

Bohn Duplicator Corp. 

A. B, Dick Co. 

Gestetner Duplicator Corp 
Heyer Corp 

Old Town Corp 

Polychrome Corp 

Remington Rand Division 
Rex-Rotary Distributing Corp. 
Sten-C-Labl, Inc, 


TRANSLUCENT PRINTERS (See Diazo) 


TYPE COMPOSING MACHINES 
Adamm Co 
Davidson Corp 
Consolidated 
Supply Co 
Vari-Typer Corp 


International 


Equipment & 


TYPEWRITERS, AUTOMATIC 
Rototyper Corp. 


TYPEWRITERS, ELECTRIC AND MANUAL 


R. C. Allen Business Machines, Inc, ... 

Commercial Controls Corp. 40 
Olivetti Corp. of America . 20 
Royal Typewriter Co : 45 
Smith-Corona, Inc. Inner-Front Cover 
Underwood Corp. Outer Back Cover 


TYPEWRITERS, JUSTIFYING 


Commercial Controls Corp. 
Vari-Typer Corp, .......... 


WHITEPRINTERS (See Diazo) 


XEROGRAPHY 
Haloid Co. 
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Acme Visible Records, Inc 

Adamm Co. 

Addo Machine Co. 

Addressing Machine Co, of California 
Addressograph-Multigraph Corp. 

Adrema Ltd. 

Allen Business Machines Inc.. R. C. . 
American Lithofold Corp, a, 
American Photocopy Equipment Co...Facing 178, 
American Stencil Mfg. Co. ras Oe? 
Atlas Stencil Files Corp 


Baltimore Business Forms Co. 
Bienfang Products Corp 

Block & Anderson Ltd. 

Bohn Duplicator Corp 
Bonnar-Vawter, Inc. 

Bruning Co., Charles 

Bull, Compagnie des Machines 


Challenge Machinery Co 

Charnstrom Co., W. A. 

Cheshire Mailing Machines, Inc 

Chesley Industries, Inc. 

Codo Mfg. Corp. 

Colonial Carbon Co. 

Columbia Ribbon & Carbon Mfg. Co. 

Commercial Controls Corp 

Consolidated Business Systems, Inc. 

ag reg International Equipment & 
upp! 

Consolidated Ribbon & Carbon Co. 

Copease Corp. 

Copycat Corp. 

Copy-Craft, Inc. 

Cummins-Chicago Corp. 


Dashew Business Machines, Inc, 
Davidson Corp. 

Dick Co., A. B. : " i 
Ditto, Inc. .. Inner Back Cover 
Duophoto Corp. eee ee 
Duplicatori ed Affini, Bewie : suis cae a a 
Dupli-Typer Co ; ole aren cal 


Eastman Kodak Co. 
Eraser Co 

Esleeck Mfg. Co. 
Evans Specialty Co. 


Filmsort Div., Dexter Folder Co. 
Fisher Pen Co. 

Force & Co., Wm. A. 

Foster Mfg. Co. 

Fraser Paper, Ltd. 

Frye Mfg. Co. 


Gates Acoustinet Co. 
Geha-Werke 

General Binding Corp. . 
General Photo Products Co. 
Gestetner Duplicator Corp. 
Groveton Papers Co. ... 
Haloid Co, . 

Hammermill Paper Co. 
Hano Co., Phillip ... 
Heyer Corp. 

Higgins Ink Co. . 
Hygienic Dental Mfg. Co. 


Industrial Shredder & Cutter Co. 
Inserting & Mailing Machine Co. 
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Kenro Graphics, Inc 
Koh-l-Noor Pencil Co, 
Kolok Mfg. Co., Ltd. 


Lansdale Products Corp 
Lithoplate, Inc 


Manpower, Inc, 
Martin-Yale, Inc 
Mendes Corp., J. Curry 
Michael Lith, Inc. .. 
Microcard Corp ; 
Mim-E-O Stencil Files Co. 
Minnesota Mining & Mfg. Co. 
Momar Industries 


National Blank Book Co. 
National Cash Register Co 
National Litho Forms Co. 
Nekoosa-Edwards Paper Co 
Newport Business Forms Co. 
Nu-Arc Co. : 


Office Publications Co. 58, 
Old Town Corp. 
Olivetti Corp. 

Ozalid Div., 


of America ; 
General Aniline & Film Corp 14 


P & H Sales Corp 

Paraliner Co 

Photorapid of America, Inc. 
Photostat Corp 

Polychrome Corp. 


Recht Co., Inc., William 
Remington Rand Division 
Rex-O-Graph, Inc. .. 
Rex-Rotary Distributing Corp. 
Robertson Photo-Mechanix, Inc. 
Robotyper Corp. 

Rochester Ribbon & Carbon Co. 
Roll-O-Graphic Corp. 

Rotolite Co 

Royal McBee Corp 


S & M Distributing Co. 

Sengbusch Self-Closing Inkstand Co. 
Shredmaster Corp. 

Sigwalt Mfg. Co 
Skandinavisk Fotocopi, A.S. 
Smith-Corona, Inc ; 
Snapout Forms Co 
Standard Duplicating Machines Corp. 
Standard Stationery Supply Co. 
Sten-C-Labl, Inc 
Stephens Ltd., 


Inner Front Cover 
2 


Henry C. 


Thomas Collators, Inc. 
Times Facsimile Corp. 


Underwood Corp. 


See Co. aa 
Vari-Typer Corp. ... 


Wausau Paper Mills Co. .. 
Weber Addressing Machine Co. .. 
Whitin Business “ene sti 


Wilson Jones Co. Facing 34, 35 


Zip-O-Riter Products savecawken ae 
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REX-ROTARY M4 


Mimeograph 


is always clean, can never teak. Works 
like a printing press, produces printing 
press quality—yet selis at halt the price of 
other electric mimeographs. 


No Dirty Hands 


Accurate Registration 


Automatic inking 


3-Minute Coior Change 
Printing Area 8" x 14" 
Automatic Counter 
Printing Press Quality 


Electric and Hand Operated 


Guaranteed 1 Year 


BOHN DUPLICATOR CORPORATION 444 4th Ave., New York 16, N. Y. 
Please send complete information on the revolutionary new BDC Rex-Rotary M-4 
| : : Company 


Address____ mie “2 City 


For More Information Circle No. 213 
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DITTO DUPLICATORS 


for 


DITTO 


D-10 


The last word 
in low cost 
duplicating. 


DITTO 


D-45 


Only duplicator 
designed 
especially for 
system use. 


DITTO 


L-10 


From. a few 
to thousands 
of copies at the 
touch of a key. 


DITTO, INC. 6802 No. McCormick Road, Chicago 45, IIinoi: 
At no cost or obligation, please 
Send folders of models with copy samples 
Send DITTO systems case histories 
Send information on Chemograph 
Arrange a free demonstration 


Free office trial 
Name Position 

Company 

Address 


City County State 


every copy 


| DITTO (Britain) Ltd 


requirement 


DITTO 

Direct (Liquid) Process Duplicators 
Hand and electric models—Fast, handy, 
economical. Reproduce bulletins, lesson 
material, forms, chart 
5 colors at once 

The New 
DITTO Chemograph Duplicator 
The machine that brings white glove 
cleanliness to liquid process duplicating 


posters in 1 to 


DITTO 
Systems Duplicators 


Product of 50 years leadership in the 
manufacture of systems machines— 
Eliminate costly paperwork in the 
production of systems form 


The New 
DITTO Offset Duplicator 


First offset duplicator designed as an 
office size machine for the office worker 
—Reproduces quality copies of typed 
or handwritten material, line work or 
halftones, in black or any color 


LIQUID * CHEMOGRAPH « OFFSET 
Choose from this complete line 
For an expert analysis of your duplicating 
requirements, call the local 
DITTO representative listed under 
“Duplicating Machines” in your 
phone book. Or send coupon for fact 


DITTO, inc. 


6802 No. McCormick Road + Chicago 45, Illinois 
DITTO of Canada, Ltd., Toronto, Ontario 
126 128 New Kings Road 
Fulham, London, S. W., England 
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yo 


From simple carbons to big photocopy jobs... 


NEVER BEFORE SUCH PRINT-PERFECT COPIES! 


EXCLUSIVE « 


Golden Touch Extra-Sharp Carbon 
Ribbon gives startling new clarity for 
duplicating jobs that require a perfect 
master copy! 

Golden Touch Multi-Carbon Dial— 
a fingertip touch and you're all <et for 


up to 20 clear carbons! 


| . oa 


new underwood 
Gold Joueh. 


electric 


Personalized Type Styles for distin- 
guished print-perfect reproductions! 


Added Plus: the ease and speed of the 
new Golden Touch Electric! In smart 
office colors, too. Call your Underwood 
office today. 


underwood 
ty di Tt it oldu Jousl 
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